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Introduction

Ten years ago the average computer user spent most of his or her time using productivity
applications such as Microsoft Word or Microsoft Excel. In the ensuing decade, users have
become more sophisticated, network implementations have become the rule rather than the
exception, and collaboration has become a key facet of a successful business strategy. Perhaps
the most significant change of all has been the explosive growth of the Internet. All these fac
tors have led to a subtle but significant shift in the way people work. Today most users of
Microsoft Office spend a majority of their time in Microsoft Outlook. That change alone sig
nifies a shift toward information management as an increasingly important everyday task.
Getting a handle on daily information management can be critical to your productivity, suc
cess, and sanity.

Outlook is an extremely versatile program. Most of the other applications in the Office suite
have a fairly specific purpose. Outlook, however, serves as personal information manager
(PIM), e-mail application, fax machine, task manager, and much more. With so much power
and flexibility at your fingertips, you need to have a good understanding of Outlook’s fea
tures. Understanding the ins and outs will not only help you get the most from this program,
but will also have a positive impact on your workday.

Who This Book Is For

Understanding all of Outlook’s features and putting them to work is the focus of Microsoft
Office Outlook 2003 Inside Out. Most Outlook books act mainly as how-to guides for users
who want to learn about the software. This approach leaves out workgroup managers and
administrators when it comes to deployment, collaboration, server-side issues, and adminis
tration. Microsoft Office Outlook 2003 Inside Out offers a comprehensive look at the features
most people will use in Outlook and serves as an excellent reference for users who need to
understand how to accomplish what they need to do. In addition, this book goes a step or two
further, providing useful information to advanced users and IT professionals who need to
understand the bigger picture. Whether you want to learn Outlook for your own use, need to
support Outlook on a peer-to-peer network, or are in charge of supporting Outlook under
Microsoft Exchange Server, you’'ll find the information and answers you need between the
covers of Microsoft Office Outlook 2003 Inside Out.

This book makes some assumptions about the reader. You should be familiar with your client
operating system, whether it’s Microsoft Windows XP or Microsoft Windows 2000. You
should be comfortable working with a computer and have a good understanding of how to
work with menus, dialog boxes, and other aspects of the user interface. In short, Microsoft
Office Outlook 2003 Inside Out assumes you’re an experienced computer user who might or
might not have an understanding of Outlook and what it can do. The purpose of this book is
to give you a comprehensive look at what Outlook can do, how to put Outlook to work, and
how to manage Outlook at the user, workgroup, and server levels.
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How This Book Is Organized

Microsoft Office Outlook 2003 Inside Out offers a structured, logical approach to all aspects of
using and managing Outlook. Each of the 10 parts of the book focuses on a specific aspect of
Outlook use or management.

Part 1—Working with Outlook

Part 1 starts with the basics. Chapter 1 takes a look at Outlook’s architecture, setup, and
startup options to help you understand how Outlook stores its data. In Chapter 2 you'll learn
how to perform advanced setup and configuration tasks such as setting up e-mail accounts,
using profiles, making Outlook work with other e-mail services, configuring receipt and
delivery options, and using add-ins that extend Outlook’s functionality. Chapter 3 gets you
up to speed using Outlook to send and receive messages, manage your workday, locate infor
mation on the Internet, and perform other common tasks. Chapter 4 rounds out Part 1 with
a detailed look at how you can use categories and types to organize your data in Outlook.

Part 2—Messaging

Part 2 delves deeper into Outlook’s e-mail and fax messaging components and features. In
Chapter 5 you'll learn how to manage address books and distribution lists. Chapter 6 explains
how to send and receive Internet-based messages through Outlook. Chapter 7 will make you
comfortable with the range of features Outlook has for creating messages both simple and
complex. In Chapter 8 you’'ll learn how to organize your messages, apply filters and rules to
process messages automatically, exclude junk and spam e-mail senders, and generate auto
matic responses to incoming messages. Chapter 9 gives you a detailed look at Outlook’s capa
bilities for sending and receiving faxes.

Because security is an increasingly important topic, Chapter 10 will help you secure your sys
tem and your data, send messages securely, and prevent others from impersonating you to
send messages. Chapter 11 offers a comprehensive look at how Outlook’s remote mail fea
tures can be indispensable for managing your mail online and offline. Because Outlook isn’t
the only option available for messaging, in Chapter 12 you'll also learn how to integrate Out-
look with Outlook Express and move messages, accounts, and addresses between the two
applications. Outlook relies on Outlook Express as its default newsgroup reader, so you'll
learn in Chapter 13 how to send, receive, and manage newsgroup messages with Outlook
Express.

Part 3—Contact Management

Part 3 explores Outlook’s features for managing your contacts. Chapter 14 starts with a look at
how to manage contact information, including addresses, phone numbers, e-mail addresses,
fax numbers, and a wealth of other information. You’ll also learn how to sort, filter, and
categorize your contacts, as well as share contact data with others. Chapter 15 looks at a
Microsoft add-on product for Outlook called Business Contact Manager, which you can use
to track business contacts, sales leads, products, and other business-related items. Chapter 16
provides a look at Lightweight Directory Access Protocol (LDAP) directory services. Youw'll
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learn how to use Outlook to query an LDAP service to obtain addresses and other informa
tion about contacts and other objects in the directory.

Chapter 17 takes a look at Notes, a useful feature in Outlook that will help you get rid of those
little slips of paper cluttering your desk and the sticky notes taking over your monitor. You’ll
learn how to create notes, assign categories to them, change their color, move them to other
applications, put them on your desktop, and much more. Chapter 18 completes Part 3 with
a look at journaling, an important feature in Outlook that allows you to keep track of time
spent on projects and documents and to track contacts and other items of interest.

Part 4—Scheduling

Part 4 covers scheduling, one of the most widely used features in Outlook. Chapter 19 pro
vides an in-depth look at Outlook’s appointment-scheduling capabilities. You'll learn how
scheduling works, and how to schedule appointments, create recurring appointments, use
color effectively to manage your schedule, allow others to access your schedule, and publish
your schedule to the Web. Chapter 20 takes a look at scheduling meetings and resources using
Outlook and explains the subtle differences between scheduling appointments and schedul
ing meetings. Chapter 21 examines all aspects of managing tasks with Outlook. You can use
the Outlook Tasks folder to keep track of your own tasks as well as assign tasks to others.
Integrating your tasks in Outlook can help you ensure that your tasks get done on time and
are allocated to the appropriate person to complete them. Chapter 22 rounds out the cover-
age of scheduling with a look at integrating Outlook with another scheduling and time-
management application from Microsoft called Microsoft Project. You should turn to
Microsoft Project when you need advanced project scheduling features. Understanding how
to integrate Outlook with Project will help you provide a seamless transition between the
two.

Part 5—Customizing Outlook

Customizing an application or the user interface for your operating system isn’t just a matter
of picking and choosing your personal preferences. Your ability to customize the way an
application functions or appears can have a profound impact on its usefulness to you and to
others. In short, the ability to customize an application allows you to make that application
do what you want it to do in the way that makes the most sense to you. Chapter 23 starts the
coverage of customization with a look at templates and how they can simplify the creation of
e-mail messages, appointments, events, and other Outlook objects. You'll learn not only how
to create and edit templates, but also how to share those templates with others.

Chapter 24 takes a look at creating and using custom forms for a variety of tasks. Chapter 25
provides the detailed information you need to customize the Navigation Pane, the toolbar
that appears by default to the left of the Outlook window and gives you quick access to Out-
look’s components. Chapter 25 also helps you customize the other aspects of the Outlook
interface including command bars, the Outlook Today view, and folders. Chapter 26 explains
how to create custom views and print styles for organizing and displaying your Outlook data.
Chapter 27 gives you a look at a host of ways you can automate tasks in Outlook.
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Part 6—Managing and Securing Outlook

Part 6 begins the transition to more advanced topics of interest to users, administrators, and
IT professionals. In Chapter 28 you’ll learn how to integrate Outlook with other Office appli
cations, such as performing a mail merge in Microsoft Word based on contacts stored in Out-
look or moving contact data between Outlook and Microsoft Access. Chapter 29 will help you
simplify your life by teaching you how to delegate many of your responsibilities—including
managing your schedule—to an assistant. In Chapter 30 you'll learn how Outlook uses fold
ers to store your data and how to manage those folders. Chapter 30 also offers in-depth cov
erage of how to organize and archive your important data. Chapter 31 extends the look at data
management with an examination of how to find and organize data in Outlook. Chapter 32
concludes the discussion of management topics with a look at some important issues: back
ing up your data, exporting data, and importing data from other sources into Outlook. The
chapter not only covers the importance of a sound backup and recovery strategy, but will also
help you develop and implement your own strategy that takes into account the unique
requirements of Outlook and Exchange Server. Chapter 32 also includes a detailed analysis of
the importance of virus protection and how to guard against virus infections and outbreaks.
You'll read about both client-side and server-side solutions, covering a range of platforms in
addition to Exchange Server 5.5, Exchange 2000 Server, and Exchange Server 2003. Because
up-to-date virus definitions are the key to successful prevention, Chapter 32 also takes a close
look at developing a virus definition update strategy. You’ll also find a detailed discussion of
how to configure attachment blocking at the server as well as in Outlook itself.

Part 7—Using Outlook with Exchange Server

Outlook can be an effective information management tool all by itself, whether you use it on
a stand-alone computer or on a network in collaboration with other users. Where Outlook
really shines, however, is in its integration with and as a client for Microsoft Exchange Server.
Part 7 steps up to a more advanced level to explain a broad range of Outlook/Exchange inte
gration topics. Chapter 33 offers information and support for network, platform, and
deployment considerations. Chapter 34 turns the focus to the client, explaining how to con-
figure Outlook as an Exchange Server client. Chapter 35 explores the wealth of features in
Outlook specifically geared toward messaging with Exchange Server, such as the ability to
recall sent messages before they are read, prioritize messages, and much more. This chapter
also contains a detailed look at voting, an interesting feature in Outlook. You can use Out-
look as a tool to solicit input from others on any issue or topic, receiving and tallying their
votes quite easily. Chapter 36 is targeted toward anyone who needs to support Outlook cli
ents under Exchange Server, including coverage of client options, mailbox management, con-
figuring alternate recipients, message forwarding, and message journaling (archival). This
chapter also includes topics that will help you to support collaboration and group schedul
ing. Chapter 37 helps you continue working when you’re away from the office or when your
server is offline, covering how to use remote features to access and manage your Outlook
data.
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Part 8—Collaboration and Mobility

Life isn’t just about working in the confines of your office, and Part 8 takes that into account.
Chapter 38 takes a detailed look at features in Outlook and Exchange Server that allow you to
share data with others, including how to set up and use public folders, share personal folders,
set up a message board, manage public folders, and even use the Network News Transfer Pro
tocol (NNTP) service included with Windows 2000 Server and Windows Server 2003 to set
up a newsgroup server for intranet or Internet users. Chapters 39 and 40 provide an in-depth
look at Windows SharePoint Services and how you can set it up and use it to collaborate
with others. Chapter 41 takes remote access one step further, explaining how to configure
Exchange Server to allow users to access their data through a Web browser, and offering tips
on security, site considerations, and other important issues. Chapter 42 completes this part
of the book with a look at the mobility-related features in Outlook 2003 and Exchange Server
2003 that you can use to take your Outlook data on the road.

Companion CD

The Microsoft Office suite offers an impressive ability to customize and integrate applica
tions, and Outlook is no exception. Whether you need to create a few custom forms or
develop full-blown interactive applications with Outlook and other Office applications,
the first three articles provide the solutions you need. In Article 1 you'll expand on the topics
covered in Chapter 24 and begin to delve into Outlook programming with a look at pro
gramming forms using Microsoft Visual Basic, Scripting Edition (VBScript). Article 2
continues the coverage of programming and development with a look at using Microsoft
Visual Basic for Applications (VBA) to develop Outlook applications. Article 3 completes the
discussion with a detailed look at integrating Outlook and other applications through VBA.
Articles 4 through 10 cover topics, such as the Microsoft Office 2003 Resource Kit, registry
keys, add-ins, symbols, and shortcuts.

See the section “Conventions and Features Used in This Book” (page liii) for a list of some of the
features you will find used throughout the book.

What’s New in Outlook 2003

The first step to getting a handle on Outlook is to understand what it can do. Chances are
you’re familiar with Outlook or with similar programs. Throughout Microsoft Office Outlook
2003 Inside Out you'll find information on Outlook’s features. Whether or not you’re experi
enced with a previous version of Outlook, the following section will bring you up to speed on
the new features in Outlook 2003.
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A New Interface

Outlook 2003 sports a completely new interface. The Outlook Bar has been replaced by the
Navigation Pane, which integrates more features into the same amount of space previously
used by the Outlook Bar. The Reading Pane replaces the preview pane, giving you more
options for previewing Outlook items without opening them. Several other interface changes
give Outlook a new, sharper look, but most of all, these changes make Outlook easier to use.

Search Folders

xlviii

Search folders are not really folders, but instead are a special type of view that displays the
results of a search. You can create search folders to display the headers of messages from var
ious folders in a single location. The messages displayed in the search folder depend on the
search condition you specify for the search folder. For example, you might create a search
folder to display all messages from a particular contact. Outlook includes a handful of pre-
defined search folders and you can create as many custom search folders as you need. Search
folders are an excellent new tool for organizing and finding messages in Outlook.

Cached Exchange Mode

If you use an Exchange Server account, you can use Cached Exchange Mode to improve
offline use. Cached Exchange Mode creates a cached copy of your Exchange Server mailbox
on your local computer. Outlook works from the local cache in much the same way it does
when you configure Outlook to use an offline file (in fact, Cached Exchange Mode uses an
offline file as the cache). However, with Cached Exchange Mode, Outlook automatically han
dles online/offline detection and performs synchronization automatically.

Junk Mail Blocking and External Content Filtering

Outlook completely revamps its junk mail filtering to add a Blocked Senders list (blacklist),
Safe Senders list (whitelist), and Safe Recipients list. You can use the Blocked Senders list to
identify senders whose messages should always be treated as junk mail. Use the Safe Senders
list to identify senders whose messages you want to receive, regardless of the content. Use the
Safe Recipients list with mailing lists and in other situations when you want to accept mes
sages that are sent to specific addresses, such as a mailing list.

In addition to considerably improved junk mail filtering, Outlook also blocks external con-
tent in Hypertext Markup Language (HTML) messages. This prevents spammers from using
Web beacons to identify valid e-mail addresses and can further cut down on spam. It also
improves virus protection in Outlook 2003.
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Windows SharePoint Services

Outlook 2003 provides good integration with Windows SharePoint Services, formerly
known as SharePoint Team Services. With Windows SharePoint Services you can create
workgroup sites that enable users to collaborate on documents, share information such as
contacts and messages, and collaborate in many other ways. SharePoint Portal Server pro
vides a step up from Windows SharePoint Services by adding support for multiple sites and
several other features.

Information Rights Management

Outlook 2003 incorporates information rights management features to enable you to specify
that a message you send cannot be forwarded, copied, or printed. Outlook 2003 users who
receive a restricted message can view it but the features for copying, forwarding, and printing
the message are disabled. Users who don’t have Outlook 2003 can use the Information
Rights Management add-on for Microsoft Internet Explorer to view the message in Internet
Explorer. This add-on prevents the recipient from copying, forwarding, or printing the
message.

Business Contact Manager

Business Contact Manager is an add-on from Microsoft that enables you to keep track of
business contacts, sales opportunities, products, and other business-related items. Business
Contact Manager stores these items in a database separate from your Outlook data, but does
provide integration between your Outlook information store and the Business Contact Man
ager database. Business Contact Manager in this first release is a single-user product and pro
vides limited database customization, but it can nevertheless be a very useful tool for
individuals and small businesses to get a handle on their sales efforts.

Outlook Web Access

Although it is a feature of Exchange Server 2003 rather than Outlook 2003, the latest revision
of Outlook Web Access is worth mentioning here because it offers many more features to
enable users to access their Exchange Server mailboxes from a Web browser. Microsoft has
added the capability to create additional Outlook item types through Outlook Web Access,
more control over mailbox options, an improved interface, and the capability to manage
rules through Outlook Web Access.
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About the CD

The companion CD that ships with this book contains many tools and resources to help you
get the most out of your /nside Out book.

What’s On the CD

Your Inside Out CD includes the following:

Complete eBook In this section you'll find the an electronic version of Microsoft
Office Outook 2003 Inside Out. The eBook is in PDF format.

Computer Dictionary, Fifth Edition eBook Here you'll find the full electronic ver
sion of the Microsoft Computer Dictionary, Fifth Edition. Suitable for home and office,
the dictionary contains more than 10,000 entries.

Insider Extras This section includes sample files referenced in the book. Use these
files to follow along with the examples in the book; you can also use them to form the
basis for your own work.

Bonus Content This section contains three articles about developing custom forms
and applications and seven articles about topics such as the Microsoft Office 2003
Resource Kit, registry keys, add-ins, symbols, and shortcuts.

Microsoft Resources In this section, you'll find information about additional
resources from Microsoft that will help you get the most out of the Microsoft Office
System. Building on the familiar tools that many people already know, the Microsoft
Office System includes servers, services, and desktop programs to help address a broad
array of business needs.

Extending Outlook In this section, you'll find great information about third-party
utilities and tools you use to further enhance your experience with Outlook 2003.

The companion CD provides detailed information about the files on this CD and links to
Microsoft and third-party sites on the Internet.

Note Please note that the links to third-party sites are not under the control of Microsoft
Corporation, and Microsoft is therefore not responsible for their content, nor should their
inclusion on this CD be construed as an endorsement of the product or the site.

Software provided on this CD is in English language only and may be incompatible with non-
English language operating systems and software.



About the CD

Using the CD

To use this companion CD, insert it into your CD-ROM. Accept the license agreement that is
presented to access the starting menu. If AutoRun is not enabled on your system, run
StartCD.exe in the root of the CD or refer to the Readme.txt file.

System Requirements

Following are the minimum system requirements necessary to run the CD:
Microsoft Windows XP or later or Windows 2000 Professional with Service Pack 3 or
later.
266-MHz or higher Pentium-compatible CPU
64 megabytes (MB) RAM
8X CD-ROM drive or faster
Microsoft Windows—compatible sound card and speakers
Microsoft Internet Explorer 5.01 or higher
Microsoft Mouse or compatible pointing device

Note System requirements may be higher for the add-ins available on the CD. Individual
add-in system requirements are specified on the CD. An Internet connection is necessary to
access the some of the hyperlinks. Connect time charges may apply.

Support Information

Every effort has been made to ensure the accuracy of the book and the contents of this com
panion CD. For feedback on the book content or this companion CD, please contact us by
using any of the addresses listed in the “We’d Like to Hear From You” section (page xli).

Microsoft Press provides corrections for books through the World Wide Web at http://
www.microsoft.com/mspress/support/. To connect directly to the Microsoft Press Knowledge
Base and enter a query regarding a question or issue that you may have, go to http://
www.microsoft.com/mspress/support/search.asp.

For support information regarding Office 2003, you can connect to Microsoft Technical Sup-
port on the Web at http://support.microsoft.com/.


http://support.microsoft.com/
http://www.microsoft.com/mspress/support/
http://www.microsoft.com/mspress/support/

Conventions and Features
Used in This Book

This book uses special text and design conventions to make it easier for you to find the infor-
mation you need.

Text Conventions

Convention Meaning

Abbreviated menu  For your convenience, this book uses abbreviated menu commands.

commands For example, “Choose Tools, Track Changes, Highlight Changes”
means that you should click the Tools menu, point to Track Changes,
and select the Highlight Changes command.

Boldface type Boldface type is used to indicate text that you enter or type.

Initial Capital The first letters of the names of menus, dialog boxes, dialog box ele-

Letters ments, and commands are capitalized. Example: the Save As dialog
box.

Italicized type Italicized type is used to indicate new terms.

Plus sign (+) in Keyboard shortcuts are indicated by a plus sign (+) separating two

text key names. For example, Ctrl+Alt+Delete means that you press the

Ctrl, Alt, and Delete keys at the same time.

Design Conventions

This text identifies a new or significantly updated feature in this version of the

FEATURE! software.

Tip Tips provide helpful hints, timesaving tricks, or alternative procedures related to the
task being discussed.

Cross-references point you to other locations in the book that offer additional information on the topic
being discussed.

ONTHE This icon indicates sample files or text found on the companion CD.

Caution Cautions identify potential problems that you should look out for when you're
completing a task or problems that you must address before you can complete a task.
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Conventions and Features Used in This Book

Note Notes offer additional information related to the task being discussed.

Inside Out

This statement illustrates an example of an “Inside Out” problem statement

These are the book’s signature tips. In these tips, you'll get the straight scoop on what’s
going on with the software—inside information on why a feature works the way it does.
You'll also find handy workarounds to different software problems.

Troubleshooting

This statement illustrates an example of a “Troubleshooting” problem statement

Look for these sidebars to find solutions to common problems you might encounter. Trou-
bleshooting sidebars appear next to related information in the chapters. You can also use
the Troubleshooting Topics index at the back of the book to look up problems by topic.

\
r -
Sidebar
The sidebars sprinkled throughout these chapters provide ancillary information on the topic
being discussed. Go to sidebars to learn more about the technology or a feature.
\
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Part 1: Working With Outlook

Chapter 1

Outlook Architecture, Setup,
and Startup

Overview of QutlooK . ................ 3 Security Provisions in OQutlook . ....... 22
How Outlook StoresData . ........... 11 Options for Starting Outlook ......... 25
Understanding Messaging Protocols. ... 16

This chapter provides an overview of the architecture in Microsoft Office Outlook 2003 to
help you learn not only how Outlook works but also how it stores data. Having that knowl-
edge, particularly if youre charged with administering or supporting Outlook for other
users, will help you use the application more effectively and address issues related to data
storage and security, archiving, working offline, and moving data between installations.

This chapter also explains the different options you have for connecting to e-mail servers
through Outlook and the protocols (Post Office Protocol version 3 [POP3] and Internet
Message Access Protocol [IMAP], for example) that support those connections. In addition
to learning about client support and the various platforms on which you can use Outlook,
you'll also learn about the options that are available for starting and using the program.

If you're anxious to get started using Outlook, you could skip this chapter and move straight
to Chapter 2, “Advanced Setup Tasks,” to learn how to configure your e-mail accounts and
begin working with Outlook. However, this chapter provides the foundation on which many
subsequent chapters are based, and reading it will help you gain a deeper understanding of
what Outlook can do so that you can use it effectively and efficiently.

Overview of Outlook

In many respects, Outlook is a personal information manager (PIM). A traditional PIM lets
you maintain information about your contacts, such as your customers, coworkers, and cli-
ents. Traditional PIMs also let you keep track of your daily schedule, tasks to complete, and
other personal or work-related information. Outlook does all that, but it goes well beyond
the features of most PIMs to provide e-mail and fax support, group scheduling capability,
and task management.

Outlook provides a broad range of capabilities to help you manage your entire work day. In
fact, a growing number of Microsoft Office System users work in Outlook more than 60 per-
cent of the time. An understanding of Outlook’s capabilities and features is important not
only to using Office effectively but also to managing your time and projects. The following
sections will help you learn to use the features in Outlook to simplify your work day and
enhance your productivity.
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Messaging

One of the key features Outlook offers is messaging. You can use Outlook as a client to send
and receive e-mail through a variety of services. Outlook offers integrated support for the
e-mail services covered in the sections that follow.

T sa1deyn

Note A client application is one that uses a service provided by another computer, typi-
cally a server.

Exchange Server

Outlook provides full support for Microsoft Exchange Server, which means you can take
advantage of workgroup scheduling, collaboration, instant messaging, and other features
offered through Exchange Server that aren’t available with other clients. For example,
you can use any POP3 e-mail client, such as Microsoft Outlook Express, to connect to an
Exchange Server (assuming the Exchange Server administrator has configured the server to
allow POP), but you're limited to e-mail only. Advanced workgroup and other special
features—being able to recall a message before it is read, use public folders, and vote, for
example—require Outlook.

Internet E-Mail

Outlook provides full support for Internet e-mail servers, which means you can use Outlook
to send and receive e-mail through mail servers that support Internet-based standards,
such as POP3 and IMAP. What’s more, you can integrate Internet mail accounts with other
accounts, such as an Exchange Server account, to send and receive messages through multiple
servers. For example, you might maintain an account on Exchange Server for interoffice cor-
respondence and use a local Internet service provider (ISP), CompuServe, Bigfoot, or other
Internet-based e-mail service for messages outside your network. Oz, perhaps you want to
monitor your personal e-mail along with your work-related e-mail. In that situation, you
would simply add your personal e-mail account to your Outlook profile and work with both
simultaneously. You can use rules and custom folders to help separate your messages.

For more information about messaging protocols such as POP3 and IMAP, see “Understanding
Messaging Protocols,” page 16.

HTTP-Based E-Mail

Outlook 2003 supports HT'TP-based e-mail services, such as Microsoft Hotmail. HTTP is the
protocol used to request and transmit Web pages. This means you can use Outlook to send
and receive e-mail through Hotmail and other HTTP-based mail servers that would other-
wise require you to use a Web browser to access your e-mail (see Figure 1-1). In addition, you
can download your messages to your local inbox and process them offline, rather than
remaining connected to your ISP while you process messages. Another advantage is that you
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can keep your messages as long as you want—most HTTP-based messaging services, including
Hotmail, purge read messages after a given period of time. Plus, HTTP support in Outlook
lets you keep all your e-mail in a single application. Currently, Outlook 2003 directly sup-
ports Hotmail. Check with your e-mail service to determine whether your mail server is
Outlook-compatible.

3 Please sign in - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help i

o Al © g 2 o
OBack > \ﬂ @ )| ) search ¢ Favores @Medwa &) = I&
iddress | @] http:/flogin. passport.netjulogin, srFid=2 v B ks *

MSN Home | My MSN | Hotmail | Web Search | Shopping | Money | People & Chat

Sign-In [ New Account Sign Up | All About Hotmail

What's Hot on MSN A New Look for Hotmail!

Images of war: Baghdad's fall & more To improve the Hotmail sign-in experience, we

have updated this page with & new design.
Want to lose weight? Grab a buddy

Where to live if you want a low tax hit
.NET Passport Sign-in
Today's Hot Feature
E-mail [@hotmalcom
aress @hotmail.com
Password

[ sign me in automnatically,

[ save 57% on
<

&1 http:figa.msn.com/HML]1/3.asp &, B Internet

Figure 1-1. HTTP-based mail servers such as Hotmail have traditionally required access
through a Web browser.

Fax Send and Receive

Outlook 2003 includes a Fax Mail Transport provider, which allows you to send faxes from
Outlook using a fax modem. In addition, third-party developers can provide MAPI integration
with their fax applications, allowing you to use Outlook as the front end for those applications
to send and receive faxes. Symantec’s WinFax is a good example of such an application. Both
Microsoft Windows 2000 and Microsoft Windows XP include built-in fax services that sup-
port sending and receiving faxes. The Fax Service in Windows 2000 also supports MAPI and
Inbox integration with Outlook and is the only Microsoft-supplied fax service supported by
Microsoft for Outlook. The Windows 2000 Fax Service can deliver incoming faxes to an
Outlook Inbox, as well as print them and deliver a copy to a file folder. The Windows XP Fax
Service can deliver incoming faxes to a file folder or print them, but does not support delivery
to an Outlook Inbox.

Windows 2000 Fax Service is now the only fax support offered for Windows. Windows XP
users need to purchase a third-party fax application such as WinFax.

For a detailed explanation of how to use Outlook to send and receive faxes (complete with cover pages
and other details), see Chapter 9, “Sending and Receiving Faxes.”

Chapter 1
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Extensible E-Mail Support

Outlook’s design allows developers to support third-party e-mail services in Outlook, such as
cc:Mail and Lotus Notes. This support doesn’t guarantee the availability of these third-party
tools, however. For example, although earlier versions of Outlook included support for
cc:Mail, Microsoft no longer offers its own service provider for support of cc:Mail.

T sa1deyn

Outlook 2003 does not include the Microsoft Mail service provider. Microsoft dropped sup-
port for Microsoft Mail in Outlook 2002, and companies that used this service will need to
find another service provider.

Whatever your e-mail server type, Outlook provides a comprehensive set of tools for com-
posing, receiving, and replying to messages. Outlook provides support for rich-text and HTML
formatting, which allows you to create and receive messages that contain much more than
just text (see Figure 1-2). For example, you can send a Web page as a mail message or inte-
grate sound, video, and graphics in mail messages. Outlook’s support for multiple address
books, multiple e-mail accounts, and even multiple e-mail services makes it an excellent mes-
saging client, even if you forgo the application’s many other features and capabilities.

! Fle Edit Wew Insert Format  Tools  Actions  Help
i 5end | Accounts ~ | [ =4 B0 |G & | % 8| ¥ | [ ootons.. | @ &
i arial -l ~|A|B I U|E

Subject: Outlook's Rich Text and HTML Capabilities

Outlook makes it easy to add rich-text and other elements to a message. You can

farmat characters using d iffer‘en‘l' fonTS, colors, and other special

characters.

YWhat about paragraph formatting?

1. How about numbered lists?
2. They can be really handy.

« Bulleted lists help you get a point across

Figure 1-2. Use Outlook to create rich-text and multimedia messages.

Scheduling

Scheduling is another important feature in Outlook. You can use Outlook to track both per-
sonal and work-related meetings and appointments (see Figure 1-3), whether at home or in
the office, a useful feature even on a stand-alone computer.
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Figure 1-3. Track your personal and work schedules with Outlook.

Where Outlook’s scheduling capabilities really shine, however, is in group scheduling. When
you use Outlook to set up meetings and appointments with others, you can view the sched-
ules of your invitees, which makes it easy to find a time when everyone can attend. You can
schedule both one-time and recurring appointments. All appointments and meetings can
include a reminder with a lead time that you specify, and Outlook will notify you of the event
at the specified time. A new feature in Outlook 2003 lets you process multiple reminders at
one time, a useful feature if you've been out of the office for a while.

Organizing your schedule is also one of Outlook’s strong suits. You can use categories and
types to categorize appointments, events, and meetings; to control the way they appear in
Outlook; and to perform automatic processing. Color labels allow you to identify quickly and
visually different types of events on your calendar.

In addition to managing your own schedule, you can delegate control of the schedule to
someone else, such as your assistant. The assistant can modify your schedule, request meetings,
respond to meeting invitations, and otherwise act on your behalf regarding your calendar.
Not only can others view your schedule to plan meetings and appointments (with the excep-
tion of items marked personal), but you can also publish your schedule to the Web to allow
others to view it over an intranet or the Internet (see Figure 1-4).
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Figure 1-4. You can easily publish your schedule to the Web.

Contact Management

Being able to manage contact information—names, addresses, and phone numbers—is crit-
ical to other aspects of Outlook, such as scheduling and messaging. Outlook makes it easy to
manage contacts and offers flexibility in the type of information you maintain. In addition to
basic information, you can also store a contact’s fax number, cell phone number, pager num-
ber, Web page URL, and more (see Figure 1-5). You can even include a picture of the person.

le Edt Yiew Insert Format Tools Actions  Help
saveandClose lgy | & (] | ¥ & 5 G- & - & !

i JALB 2 U
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Phone numbers
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P |
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Figure 1-5. You can manage a wealth of information about each contact with Outlook.
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Besides using contact information to address e-mail messages, you can initiate phone calls
using the contacts list, track calls to contacts in the journal, add notes for each contact, use
the contacts list to create mail merge documents, and perform other tasks. The Contacts
folder also provides a means for storing a contact’s digital certificate, which you can use to
exchange encrypted messages for security. Adding a contact’s certificate is easy—just receive
a digitally signed message from the contact and Outlook adds the certificate to the contact’s
entry. You can also import a certificate from a file provided by the contact.

Chapter 1

For details about digital signatures and encryption, see “Message Encryption,” page 24. For additional
information on the journal, see “Tracking with Outlook’s Journal,” page 10. For complete details on how
to use the journal, see Chapter 18, “Keeping a Journal”

Task Management

Managing your work day usually includes keeping track of the tasks you need to perform and
assigning tasks to others. Outlook makes it easy to manage your task list. You assign a due
date, start date, priority, category, and other properties to each task, which makes it easier for
you to manage those tasks (see Figure 1-6). As with meetings and appointments, Outlook
keeps you informed and on track by issuing reminders for each task. You control whether the
reminder is used and the time and date it’s generated, along with an optional, audible notifi-
cation. You can designate a task as personal, preventing others from viewing the task in your
schedule—just as you can with meetings and appointments. Tasks can be one-time or recur-
ring events.

Bl Contact Riddly about motors - Task E@E
I Fle Edt Wew Insert Format  Tools  Actions  Help
o Save and dlose | -4 1l | Aassion Task |y 6 | X | & » & - w g
? il e
Task | Detals
Subject: Cantact Riddly about motars
Due date: Fri 4/25/2003 | Status; |Mok Started v
Stat date: Mone: | Priority: |Normal v % Complete: (0% |3
[[J Reminder: Owner: | chris Hill
Old mataors have high failure rate
s 1

Figure 1-6. Use Outlook to manage tasks.

If you manage other people, Outlook makes it easy to assign tasks to other Outlook users.
When you create a task, simply click Assign Task, and Outlook prompts you for the assignee’s
e-mail address. You can choose to keep a copy of the updated task in your own task list and
receive a status report when the task is complete.
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Tracking with Outlook’s Journal

Keeping track of events is an important part of managing your work day, and Outlook’s jour-
nal makes it simple. The Journal folder allows you to keep track of the contacts you make
(phone calls, e-mails, and so on), meeting actions, task requests and responses, and other
actions for selected contacts (see Figure 1-7). You can also use the journal to track your work
in other Microsoft Office applications, giving you a way to track the time you spend on various
documents and their associated projects. You can have Outlook journal items automatically
based on settings that you specify, and you can also add items manually to your journal.

Journal Options @

Journal

T sa1deyn

Automatically record these jtems: For these contacts:
E Z E-mail Message ~ Angela Barbariol ~
|| Meeting cancellation Brian Cox
L_| Meeting request |:| Craig Dewar
|| Meeting response David Jaffe
E|Task request [ Dylan Miller

I

lso record files From: Double-clicking a journal entry:

Micrasaft Access (%) Opens the journal enkry
Microsoft Excel
Microsoft PowerPoint
IMic ‘Waord

(O Opens the item referred ko by
the journal entry

EOC0

[ Autoarchive Journal Entries. .. ]

[ Ok H Cancel ]

Figure 1-7. Configure your journal using Outlook’s options.

When you view the journal, you can double-click a journal entry to either open the entry or
open the items referred to by the entry, depending on how you have configured the journal.
You can also configure the journal to automatically archive items to the default archive folder
or a folder you choose, or you can have Outlook regularly delete items from the journal,
cleaning out items that are older than a specified length of time. Outlook can use group pol-
icies to control the retention of journal entries, allowing a system administrator to manage
journaling and data retention consistently throughout an organization.

Organizing Your Thoughts with Notes

With Outlook, you can keep track of your thoughts and tasks by using the Notes folder. Each
note can function as a stand-alone window, allowing you to view notes on your desktop out-
side Outlook (see Figure 1-8). Notes exist as individual message files, so you can copy or
move them to other folders, including your desktop, or easily share them with others through
network sharing or e-mail. You can also incorporate the contents of notes into other applica-
tions or other Outlook folders by using the clipboard. For example, you might copy a note
regarding a contact to that person’s contact entry. As you can with other Outlook items, you
can assign categories to notes to help you organize and view them.

10
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Figure 1-8. Use notes to keep track of miscellaneous information.

How Outlook Stores Data

If you work with Outlook primarily as a user, understanding how the program stores data
helps you use it effectively to organize and manage your data on a daily basis, including stor-
ing and archiving Outlook items as needed. If you're charged with supporting other Outlook
users, understanding how Outlook stores data allows you to help others create and manage
their folders and ensure the security and integrity of their data. Finally, because data storage
is the foundation of all of Outlook’s features, understanding where and how the program
stores data is critical if you're creating Outlook-based applications—for example, a data
entry form that uses Outlook as the mechanism for posting the data to a public folder.

B¢

ON THE
D

For information on building Outlook-based applications, see Chapter 23, “Using Templates,” and
Articles 1 through 3 on the companion CD, which cover programming Outlook using Microsoft Visual
Basic and VBScript to create custom forms and applications.

You're probably familiar with folders (directories) in the file system. You use these folders to
organize applications and documents. For example, the Program Files folder in the Microsoft
Windows operating system is the default location for most applications that you install on
the system, and the My Documents folder serves as the default location for document files.
You create these types of folders in Windows Explorer.

Outlook also uses folders to organize data, but these folders are different from your file sys-
tem folders. Rather than existing individually on your system’s hard disk, these folders exist
within OutlooK’s file structure. You view and manage these folders within Outlook’s inter-
face, not in Windows Explorer. Think of Outlook’s folders as windows into your Outlook
data rather than as individual elements that exist on disk. By default, Outlook includes sev-
eral folders, as shown in Figure 1-9.

11
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Figure 1-9. Folders organize your data in Outlook.

Personal Folders—PST Files

If your Outlook folders aren’t stored as individual folders on your system’s hard disk, where
are they? The answer to that question depends on how you configure Outlook. As in earlier ver-
sions of Outlook, you can use a personal folders file to store your Outlook data. Outlook uses
the PST file extension for a personal folders file, but you specify the file’s name when you config-
ure Outlook. For example, you might use your name as the file name to help you easily identify
the file. The default PST file contains your Contacts, Calendar, Tasks, and other folders.

You can use multiple PST files, adding additional personal folders to your Outlook configu-
ration (see Figure 1-10). For example, you might want to create another set of folders to
separate your personal information from work-related data. As you'll learn in Chapter 2,
“Advanced Setup Tasks,” you can add personal folders to your Outlook configuration simply
by adding another PST file to your profile.

Note If you use Outlook as an Exchange Server client, you probably store your data in the
Exchange Server mailbox rather than in a local PST file. If that’s the case, you have two
options to enable you to work offline. One method is to use an offline folder (OST) file, which
provides an offline copy of the mailbox. OST files are covered in the following section.
Another method is to use Cached Exchange Mode, which is similar to using an OST but pro-
vides automatic synchronization. Cached Exchange Mode is discussed in the following section.
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Figure 1-10. You can add multiple sets of folders to your Outlook configuration.

Options for Working Offline

If you use Outlook as an Exchange Server client and do not use PST files to store your data
(instead storing your data on the Exchange Server), you have two options for working with
your mailbox data offline, and these methods differ only in the way synchronization occurs.

FEATURE!

An offline store (OST) file allows you to work offline. The OST file acts essentially as an
offline copy of your data store on the Exchange Server. When you’re working offline, changes
you make to contacts, messages, and other Outlook items and folders occur in the offline
store. When you go online again, Outlook synchronizes the changes between the offline store
and your Exchange Server store when you perform a send/receive for the account. For exam-
ple, if you've deleted messages from your offline store, Outlook deletes those same messages
from your online store when you synchronize the folders. Any new messages in your Inbox
on the server are added to your offline store. Synchronization is a two-way process, providing
the most up-to-date copy of your data in both locations, ensuring that changes made in each
are reflected in the other.

Note For detailed information on important offline and remote access topics, see Chap-
ter 37, “Working Offline and Remotely.” For a discussion of the differences between remote

mail and offline use, see Chapter 11, “Processing Messages Selectively.”

Outlook 2003 adds a new feature called Cached Exchange Mode. This mode works much the
same as offline synchronization with an OST. In fact, Outlook uses an OST for cached mode.
The main difference is that with cached mode, Outlook always works from the copy of your
mailbox that is cached locally on your computer. Outlook then automatically handles
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synchronization between your offline cache mailbox and the mailbox stored on the server.
With cached mode, you don’t need to worry about synchronizing the two—OQutlook detects
when the server is available and updates your locally cached copy automatically.

When you create an Outlook storage file, Outlook defaults to a specific location for the file.
The default location is \Documents And Settings\<user>\Local Settings\Application
Data\Microsoft\Outlook. On systems that were upgraded from Microsoft Windows NT to
Windows 2000 or Windows XP, the user profiles still reside in the \Winnt\Profiles folder. On
these systems, therefore, Outlook places the storage files by default in \%systemroot%)\Pro-
files\<user>\Local Settings\Application Data\Microsoft\Outlook. As with Windows NT,
%systemroot% defaults to \Winnt.

Tip Find your data store

If you're having trouble locating your existing storage files, choose File, Data File Manage-
ment. In the Outlook Data Files dialog box (see Figure 1-11), select the file you want to
locate and then determine the file location from the Filename column. If you can’t see the
entire path, drag the column border to expand the column. Alternatively, to go straight to
the folder containing the file, select the file and click Open Folder. In the folder window,
choose Tools, Folder Options. On the View tab of the Folder Options dialog box, select Dis-
play The Full Path In The Title Bar to view the absolute, full path to the file. You can also use
your operating system’s Find/Search command to search for all files with a PST or OST file
extension.

Outlook Data Files E

Data Files
Select a data file in the list, then click Settings for more details or click
Open Folder ko display the Folder that contains the data file, To move or
copy these files, you must First shut down Outlook,

 Tell Me Mare., .. |

Marme Filename Comment Settings...
Personal Folders  Ci\Outlook, pst Mail delivery I...
Open Folder. ..

Remove

Close

Figure 1-11. Locate your data files by using the Outlook Data Files dialog box.

If you use the same computer all the time, it’s generally best to store your Outlook files on
your system’s local hard disk. In some situations, however, you will probably want to store
them on a network share. For example, you might connect from different computers on the
network and use a roaming profile to provide a consistent desktop and user interface regard-
less of your logon location. (A roaming profile allows your desktop configuration, documents,
and other elements of your desktop environment to be duplicated wherever you log on.) In
this situation, you (or the network administrator) would configure your profile to place your
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home folder on a network server that is available to you from all logon locations. Your Out-
look files would then be stored on that network share, making them available to you on
whichever computer you use to log on to the network. Placing your Outlook files on a server
gives you the added potential benefit of incorporating your Outlook data files in the server’s
backup strategy.

Chapter 1

For a detailed discussion of using roaming profiles to provide seamless access to Outlook, see Chapter
33, “Deploying and Managing Outlook in a Network.” To learn how to move your Outlook files from one
location to another (such as from a local drive to a network share), see “Changing Your Data Storage
Location,” page 52.

@} Troubleshooting |

You use a roaming profile and logon time is increasing

If you use Outlook as a client for Exchange Server, your best option is to use your Exchange
Server mailbox as the store location for your data rather than using a PST file. However, if
you use a roaming profile for consistent logon from multiple locations on the local area net-
work (LAN), consider including the OST file in the roaming profile so that you'll always have
access to it. If the Exchange Server is unavailable, you'll still be able to work with your Out-
look data through the OST file; and placing the OST file in your roaming profile allows you

to use it regardless of your logon location. This recommendation applies whether you use
an OST with or without Cached Exchange Mode.

Keep in mind, however, that the OST file can become quite large if you have a lot of data in
your Exchange Server mailbox. The size of the profile affects logon time, and a large profile
can cause an excessive amount of network traffic as the files are copied from the server to
your workstation. Use aggressive archiving and other housecleaning methods to keep your
Outlook data to a minimum, and monitor your roaming profile size as often as possible.

Sharing Storage Files

Outlook provides excellent functionality for sharing information with others. Toward that
end, you can share your data using a couple of different methods. Exchange Server users can
configure permissions for individual folders to allow specific users to connect to those folders
and view the data contained in them. You can also configure delegate access to your folders to
allow an assistant to manage items for you in the folders. For example, you might have your
assistant manage your schedule but not your tasks. In that case, you would configure delegate
access for the Calendar folder but not for the Tasks folder.

For a detailed discussion of delegation, see Chapter 29, “Delegating Responsibilities to an Assistant.” To
learn how to configure sharing permissions for individual folders and additional methods for sharing
data with or without Exchange Server, see Chapter 38, “Sharing Information with Others.”
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Understanding Messaging Protocols

A messaging protocol is a mechanism that messaging servers and applications use to transfer
messages. Being able to use a specific e-mail service requires that your application support
the same protocols the server uses. To configure Outlook as a messaging client, you need to
understand the various protocols supported by Outlook and the types of servers that employ
each type. The following sections provide an overview of these protocols.

T sa1deyn

SMTP/POP3

Simple Mail Transport Protocol (SMTP) is a standards-based protocol used for transferring
messages and is the primary mechanism that Internet-based and intranet-based e-mail serv-
ers use to transfer messages. It’s also the mechanism that Outlook uses to connect to a mail
server to send messages for an Internet account. Therefore, SMTP is the protocol used by an
Internet e-mail account for outgoing messages.

SMTP operates by default on TCP port 25. When you configure an Internet-based e-mail
account, the port on which the server is listening for SMTP determines the outgoing mail
server setting. Unless your e-mail server uses a different port (unlikely), you can use the
default port value of 25.

Post Office Protocol 3 (POP3) is a standards-based protocol that clients can use to access
messages from any mail server that supports POP3. This is the protocol that Outlook uses
when retrieving messages from an Internet-based or intranet-based mail server that supports
POP3 mailboxes. ISP-based mail servers invariably use POP3, as do other mail servers. For
example, CompuServe Classic provides POP3 support, allowing you to retrieve your Com-
puServe mail through Outlook. Exchange Server also supports the use of POP3 for retrieving
mail.

POP3 operates on TCP port 110 by default. Unless your server uses a nonstandard port config-
uration, you can leave the port setting as is when defining a POP3 mail account. Figure 1-12
shows the Internet E-Mail Settings page, which you use to configure the incoming and out-
going mail server settings for an Internet mail account. Click More Settings if you need to
change port settings for the account.

To learn how to set up an Internet e-mail account for an SMTP/POP3 server, see “Using Internet POP3
E-Mail Accounts,” page 147. To learn how to add the account and configure advanced properties, such
as SMTP or POP3 port assignments, see “Configuring Advanced Settings for Internet Accounts,” page 153.
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E-mail Accounts E

Internet E-mail Settings {POP3)
Each of these settings are required ko get your e-mail account working,

User Information Seryer Information

Your Mame: Incoming mail server (POP3Y | mail bayee.us

E-mail Address: | jim@bayee.us Cutgaing mail server (SMTPY: | mail bayee.us

Logon Information Test Settings

User Marne: fim After filing out the information on this screen, we
recommend you test your account by clicking the

Password: kbt button below, (Requires network connection)

[
RETTEIT Gl oo Test Account Setkings ... ]

|:| Log on using Secure Password

Authentication {SPA) More Setkings ...

[ < Back " ek = ][ Cancel ]

Figure 1-12. Use the E-Mail Accounts Wizard’s Internet E-Mail Settings page to configure
incoming and outgoing mail server settings.

Like POP3, Internet Message Access Protocol (IMAP) is a standards-based protocol that
enables message transfer. However, IMAP offers some significant differences from POP3. For
example, POP3 is primarily designed as an offline protocol, which means you retrieve your
messages from a server and download them to your local message store (such as your local
Outlook folders). IMAP is designed primarily as an online protocol, which allows a remote
user to manipulate messages and message folders on the server without downloading them.
This is particularly helpful for users who need to access the same remote mailbox from mul-
tiple locations, such as home and work, using different computers. Because the messages
remain on the server, IMAP eliminates the need for message synchronization.

Tip Keep messages on the server

You can configure a POP3 account in Outlook to leave a copy of messages on the server,
allowing you to retrieve those messages later from another computer. To learn how to con-
figure a POP3 account, see “Using Internet POP3 E-Mail Accounts,” page 147. IMAP offers
other advantages over POP3. For example, with IMAR you can search for messages on the
server using a variety of message attributes, such as sender, message size, or message
header. IMAP also offers better support for attachments, because it can separate attach-
ments from the header and text portion of a message. This is particularly useful with
multipart Multipurpose Internet Mail Extensions (MIME) messages, allowing you to read a
message without downloading the attachments so that you can decide which attachments
you want to retrieve. With POP3, the entire message must be downloaded.
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Security is another advantage of IMAP, because IMAP uses a challenge-response mechanism
to authenticate the user for mailbox access. This prevents the user’s password from being
transmitted as clear text across the network, as it is with POP3.

T sa1deyn

IMAP support in Outlook allows you to use Outlook as a client to an IMAP-compliant e-mail
server. Although IMAP provides for server-side storage and the ability to create additional
mail folders on the server, it does not offer some of the same features as Exchange Server or
even POP3. For example, you can’t store nonmail folders on the server. Also, special folders
such as Sent Items, Drafts, and Deleted Items can’t be stored on the IMAP server. Even with
these limitations, however, IMAP serves as a flexible protocol and surpasses POP3 in capabil-
ity. Unless a competing standard appears in the future, it is possible that IMAP will eventually
replace POP3. However, ISPs generally like POP3 because the users’ e-mail is moved to their
own computers, freeing space on the mail server and reducing disk space management prob-
lems. For that reason alone, don't look for IMAP to replace POP3 in the near future.

For information about other advantages and disadvantages of IMAP and how they affect Outlook, see
“Using IMAP Accounts,” page 155. For additional technical information on IMAP, to go http;//www.imap.org.

MAPI

Messaging Application Programming Interface (MAPI) is a Microsoft-developed application
programming interface (API) that facilitates communication between mail-enabled applica-
tions. MAPI support makes it possible for other applications to send and receive messages
using Outlook. For example, third-party fax applications, such as Symantec’s WinFax, can
place incoming faxes in your Inbox through MAPI. As another example, a third-party MAPI-
aware application could read and write to your Outlook Address Book through MAPI calls.
MAPI is not a message protocol, but understanding its function in Outlook helps you install,
configure, and use MAPI-aware applications to integrate Outlook.

LDAP

Lightweight Directory Access Protocol (LDAP) was designed to serve with less overhead and
fewer resource requirements than its precursor, the Directory Access Protocol, which was
developed for X.500. LDAP is a standards-based protocol that allows clients to query data in
a directory service over a TCP connection. For example, Windows 2000 uses LDAP as the pri-
mary means for querying Active Directory directory service. Exchange Server supports
LDAP queries, allowing clients to look up address information for subscribers on the server.
Other directory services on the Internet, such as Bigfoot, InfoSpace, Yahoo!, and others,
employ LDAP to implement searches of their databases.

Like Outlook Express, Outlook 2003 allows you to add directory service accounts that use
LDAP as their protocol to query directory services for e-mail addresses, phone numbers, and
other information regarding subscribers.
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To learn how to add and configure an LDAP directory service in Outlook, see “Configuring a Directory
Service Account in Outlook,” page 453. For additional information regarding LDAP, refer to “MS Strategy
for Lightweight Directory Access Protocol (LDAP),” available in the NT Server Technical Notes section of

Microsoft TechNet or on the Web at http;//www.microsoft.com/TechNet/winnt/Winntas/technote/
Idapcmr.asp.

NNTP

Network News Transfer Protocol (NNTP) is the standards-based protocol for server-to-
server and client-to-server transfer of news messages, or the underlying protocol that makes
possible public and private newsgroups. Outlook does not directly support the creation of

accounts to access newsgroup servers, but instead relies on Outlook Express as its default
newsreader (see Figure 1-13).

] microsoft. public.outlook - Outlook Express g@@
{ fle Edt Wew Iools Message Help "
N . »
= . [# gv 4“8 = % 3
© MewPost  ReplyGroup  Reply Forward Frint Addresses
Folders Xl a ¥ @ Subject From ~
|2 Inbox (1) A ¥ Tasks not sending or recieving Tirvin
& cutbox 1 outlaok junk email rules Chuck B
[/ Sent Ttems ¥ Out OF Office Reply Not On Tools Menu Jody
(3 Delsted Ttems # calender sharing with public folders Bri
LB Drafts ot stay docked Amy
news.microsoft.com c Marky -
L5 microsoft. public.outiook < ¥

L5 microsoft. public.outiook. general

| | From: Marty To: microsoft. public.outiook
- 4 | Subject: New mal notification XP

- X
Contacts hi

There are no contacts to display, Click
on Cantacts ta create a new contact. | were having a little trouble getting the new mail
notification to pop up m front of all other apps on the

Aaclrban Tt civanke klinlre an tha tacldue kil man L
298 message(s), 297 Unread, 27471 not downioaded B yiorking Online

Figure 1-13. Outlook relies on Outlook Express for reading and posting to public and private
newsgroups.

Note Microsoft Windows 2000 Server and Windows Server 2003 both include an NNTP
service that lets a network administrator set up a news server to host newsgroups that can
be accessed by local intranet or remote Internet users. Exchange Server allows the NNTP
service to interface with other public or private news servers to pull newsgroups and
messages via newsfeeds. Therefore, Windows 2000 Server or Windows Server 2003 by
themselves let you set up your own newsgroup server to host your own newsgroups, and
Exchange Server lets you host public Internet newsgroups.

Using Outlook Express, you can download newsgroups, read messages, post messages, and
perform other news-related tasks. Other third-party news applications, such as Forte’s Agent,
offer extended capabilities. Forte’s Web site is located at http://www.forteinc.com.
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Note For a detailed explanation of setting up Outlook Express as a newsreader, see
Chapter 13, “Using Outlook Express for Public and Private Newsgroups.”

T sa1deyn

HTML

Hypertext Markup Language (HTML) is the protocol used most commonly to define and
transmit Web pages. Several e-mail services, including Hotmail and Yahoo!, provide access to
client mailboxes through Web pages and therefore make use of HTML as their message trans-
fer protocol. You connect to the Web site and use the features and commands found there to
view messages, send messages, and download attachments.

Outlook provides enhanced HTML support, which means you can configure Outlook as a
client for HTML-based mail services. As mentioned earlier in the chapter, Outlook includes
built-in support for Hotmail. HTML support is purely a server-side issue, so HTML-based
mail services other than Hotmail have to provide Outlook support on their own sites. Hot-
mail accomplishes this support programmatically by means of Active Server Pages (ASP).

Tip Find Hotmail's Outlook-Based Access

The URL for Hotmail’s Outlook-based access is http://services.msn.com/svcs/hotmail/http-
mail.asp. Outlook configures the URL automatically when you set up a Hotmail account in
Outlook (see Figure 1-14). You can’t browse to this URL through your Web browser to
retrieve your e-mail, however.

E-mail Accounts E

Internet E-mail Settings (HTTP)
Each of these settings are required ko get your e-mail account working,

User Information Seryer Information

Your Mame: Jim Bovee HTTF Mail Service Provider: v

E-mail Address:  fimbayce299@hatmail.com

Logon Information

User Mame: jimboyeea9a@hatmail, cam

Password:

Remember password

|:| Log on using Secure Password

Authentication (SPA) IMore Sekki
More Settings ...

[ < Back " et = ][ Cancel ]

Figure 1-14. Outlook configures the URL automatically for Hotmail, but you must enter the
URL manually for other HTTP-based e-mail services.
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Tip Access Exchange Server 2003 with HTTP

Outlook 2003 can connect to an Exchange Server 2003 mailbox using HTTP as the proto-
col, expanding connection possibilities for users and decreasing firewall configuration and
management headaches for administrators.

Multipurpose Internet Mail Extensions (MIME) is a standard specification for defining file
formats used to exchange e-mail, files, and other documents across the Internet or an intra-
net. Each of the many MIME types defines the content type of the data contained in the
attachment. MIME maps the content to a specific file type and extension, allowing the e-mail
client to pass the MIME attachment to an external application for processing. For example, if
you receive a message containing a WAV file attachment, Outlook passes the file to the default
WAV file player on your system.

S/MIME

Secure/Multipurpose Internet Mail Extensions (S/MIME) is a standard that allows e-mail
applications to send digitally signed and encrypted messages. SMIME is therefore a mecha-
nism through which Outlook permits you to include digital signatures with messages to
ensure their authenticity and to encrypt messages to prevent unauthorized access to them.

Note For a detailed discussion of using Outlook to send digitally signed and encrypted
messages, as well as other security-related issues such as virus protection and security
zones, see Chapter 10, “Securing Your System, Messages, and Identity.”

MHTML

MIME HTML (MHTML) represents MIME encapsulation of HTML documents. MHTML
allows you to send and receive Web pages and other HTML-based documents and to embed
images directly in the body of a message rather than attaching them to the message. See the
preceding sections for an explanation of MIME.

iCalendar, vCalendar, and vCard

iCalendar, vCalendar, and vCard are Internet-based standards that provide a means for peo-
ple to share calendar free/busy information and contact information across the Internet. The
iCalendar standard allows calendar and scheduling applications to share free/busy informa-
tion with other applications that support iCalendar. The vCalendar standard provides a
mechanism for vCalendar-compliant applications to exchange meeting requests across the
Internet. The vCard standard allows applications to share contact information as Internet
vCards (electronic business cards). Outlook supports these standards to share information
and interact with other messaging and scheduling applications across the Internet.
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Security Provisions in Outlook

Outlook 2003 provides several features for ensuring the security of your data, messages, and
identity. This section of the chapter presents a brief overview of security features in Outlook
to give you a basic understanding of the issues involved, with references to other locations in
the book that offer more detailed information on these topics.

T sa1deyn

Support for Security Zones

Like Microsoft Internet Explorer, Outlook supports the use of security zones. In Internet
Explorer, security zones allow you to specify the types of actions that scripts can take on your
system, based on the zone from which they were accessed. This prevents a malicious script
from surreptitiously gathering information from your system and sending it to a Web site or
doing local damage such as deleting files. In Internet Explorer, you can configure four zones,
each with different security settings that define the tasks scripts can perform. For example,
you can disable download of signed and unsigned ActiveX controls, specify how cookies are
stored on your system, or disable scripting of Java applets.

Because Outlook can receive HTML-based messages, your computer is exposed to the same
security risks posed by Internet browsing with Internet Explorer. The risk is actually worse
with e-mail, considering that you generally make a conscious effort to visit a Web page—e-mail
messages, in contrast, come at you unbidden, making your system subject to a more active
form of attack. By supporting Internet Explorer’s security zones, Outlook allows you to spec-
ify the zone from which e-mail messages should be considered to have originated, letting you
guard against HTML-based security risks.

{ To learn how to apply security zones to protect your system, see “Using Security Zones,” page 288. ]

Protection Against Web Beacons

FEATURE!

Many spammers (people who send unsolicited e-mail) have begun using Web beacons to validate
e-mail addresses. They send HTML-based e-mail messages that contain links to external con-
tent on a Web site, and when the recipient’s e-mail client automatically opens the remote
content from the Web site to display the message, the site validates the e-mail address. The
spammer then knows that the address is a “live” one and continues to send messages to it.

Outlook 2003 blocks these Web beacons, displaying a red X instead of the external image. You
can selectively view external content for a message by clicking the message header and then
clicking the InfoBar. You can also turn off Web beacon blocking, if you want, and control
external HTML content in other ways.

Note See Chapter 10, “Securing Your System, Messages, and Identity,” for an explana-
tion of how to configure HTML message-handling options.
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Attachment and Virus Security

You probably are aware that a virus is an application that infects your system and typically
causes some type of damage. The action caused by a virus can be as innocuous as displaying
amessage or as damaging as deleting data from your hard disk. One especially insidious form
of virus, called a worm, spreads itself automatically, often by mailing itself to every contact in
the infected system’s address book. Guarding against such viruses, then, is a critical issue.

Outlook offers two levels of attachment security to guard against virus and worm infections:
Level 1 and Level 2. Outlook automatically blocks Level 1 attachments, a category that
includes almost 40 file types with the potential to allow a virus to cause damage to your
system—for example, EXE and VBS files. If you receive a Level 1 attachment, Outlook dis-
plays a paper clip icon beside the message but does not allow you to open or save the attach-
ment. When you send a Level 1 attachment, Outlook displays a reminder that other Outlook
users might not be able to receive the attachment, giving you the option of converting it to a
different file type (such as a ZIP file) before sending it. If you receive a Level 2 attachment,
Outlook allows you to save the attachment to disk but not open it directly. You can then pro-
cess the file with your virus checker before opening it.

Note Update Your Virus Definitions Often

Your virus scanner is only as good as its definition file. New viruses crop up every day, so
it’s critical that you have an up-to-date virus definition file and put in place a strategy to
ensure that your virus definitions are always current.

If you use Exchange Server to host your mailbox, the Exchange Server administrator can con-
figure Level 1 and Level 2 attachments, adding or removing attachment types for each level. In
addition, Outlook allows all users to control the security-level assignments for attachments.

For a detailed discussion of Outlook’s virus protection, see “Protecting Against Viruses in Attachments,”
page 320.

Macro Viruses

Although viruses were once found almost exclusively in executable files, viruses embedded in
document macros have become very common, and Office documents are as subject to them
as any other files. However, Outlook and other Office applications provide a means for you to
guard against macro viruses. In Outlook, you can select one of three macro security levels, as
shown in Figure 1-15. These security levels let you configure Outlook to run only signed
macros from trusted sources (High), prompt you to choose whether to let the macro execute
(Medium), or allow all macros to execute (Low). You can also specify which sources are
trusted.

To learn how to configure and use macro virus protection, see “Protecting Against Office Macro Viruses,
page 324.
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Trusted Publishers

(%) High. ©nly signed macros from trusted sources will be allowed to
run. Unsigned macros are automatically disabled,
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() Mediurn, You can choose whether or nat ko run potentially unsafe
macros.,

() Low fnot recommended), You are not protected from potentially
unsafe macros, Use this setting only if vou have virus scanning
software installed, or vou have checked the safety of all documents
¥OU Oper,

[ Ok ][ Cancel ]

Figure 1-15. Use macro security to prevent macro-borne viruses from affecting your system.

Digital Signatures

Outlook allows you to add a certificate-based digital signature to a message to validate your
identity to the message recipient. Because the signature is derived from a certificate that is

issued to you and that you share with the recipient, the recipient can be guaranteed that the
message originated with you, rather than with someone trying to impersonate your identity.

For information about how to obtain a certificate and use it to digitally sign your outgoing messages,
see “Protecting Messages with Digital Signatures,” page 293.

In addition to signing your outgoing messages, you can also use secure message receipts that
notify you that your message has been verified by the recipient’s system. The lack of a return
receipt indicates that the recipient’s system did not validate your identity. In such a case, you
can contact the recipient to make sure that he or she has a copy of your digital signature.

Note Although you can configure Outlook to send a digital signature to a recipient, there
is no guarantee that the recipient will add the digital signature to his or her contacts list.
Until the recipient adds the signature, digitally sighed messages are not validated, and the
recipient cannot read encrypted messages from you.

Message Encryption

Where the possibility of interception exists (whether someone intercepts your message
before it reaches the intended recipient or someone else at the recipient’s end tries to read the
message), Outlook message encryption can help you keep prying eyes away from sensitive
messages. This feature also relies on your digital signature to encrypt the message and to
allow the recipient to decrypt and read the message. Someone who receives the message with-
out first having the public key portion of your certificate installed on his or her system sees a
garbled message.
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To learn how to obtain a certificate and use it to encrypt your outgoing messages, as well as how to read
encrypted messages you receive from others, see “Encrypting Messages,” page 315.

Security Labels

The security labels feature in this version of Outlook relies on security policies in Windows
2000 Server and Microsoft Windows Server 2003, and is supported only on clients running
Windows 2000, Windows Server 2003, or Windows XP. Security labels let you add additional
security information, such as message sensitivity, to a message header. You can also use secu-
rity labels to restrict which recipients can open, forward, or send a specific message. Security
labels therefore provide a quick indicator of a message’s sensitivity and control over the
actions that others can take with a message.

Understanding Outlook Service Options

If you've been using a version of Outlook prior to Microsoft Outlook 2002, you’re probably
familiar with OutlooK’s service options. Earlier versions of Outlook supported three service
options: No Mail, Internet Mail Only (IMO), and Corporate/Workgroup (C/W). Outlook
2003, like Outlook 2002, uses a unified mode. Outlook unified mode integrates mail services
in Outlook, which allows you to configure and use multiple services in a single profile. This
means that you can use Exchange Server, POP3, IMAP, and Hotmail accounts all in one pro-
file and at the same time.

To learn how to work with profiles and add multiple accounts to a profile, see “Understand-
ing User Profiles,” page 42. Although Outlook makes a great e-mail client for a wide range of
mail services, you might prefer to use only its contact management, scheduling, and other
nonmessaging features and to use a different application (such as Outlook Express) for your
messaging needs. There is no downside to using Outlook in this configuration, although you
should keep in mind that certain features, such as integrated scheduling, rely on Outlook’s
messaging features. If you need to take advantage of these features, you should use Outlook
as your primary messaging application.

Options for Starting Outlook

Office offers several options to control startup, either through command-line switches or
other methods. You can choose to have Outlook open forms, turn off the Preview pane (now
called the Reading Pane), select a profile, and perform other tasks automatically when the
program starts. The following sections describe some of the options you can specify.

Normal Startup

When you install Outlook, Setup places a Microsoft Outlook icon on the Start menu. You can
start Outlook normally by clicking the icon. You also can start Outlook by using the Programs
menu (choose Start, Programs, Microsoft Outlook).
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When Outlook starts normally and without command-line switches, it prompts you for the
profile to use (see Figure 1-16) if more than one exists. The profile contains your account set-
tings and configures Outlook for your e-mail servers, directory services, data files, and other
Outlook settings.

T sa1deyn

Choose Profile

Profile Mame: | SRS

[ OK ] [ Caniel ][thions >>]

Figure 1-16. Outlook prompts you to choose a profile at startup.

You can use multiple profiles to maintain multiple identities in Outlook. For example, you
might use one profile for your work-related items and a second one for your personal items.
To use an existing profile, simply choose it from the drop-down list in the Choose Profile dia-
log box and click OK. Click New to create a new profile (covered in Chapter 2, “Advanced
Setup Tasks”). Click Options to expand the Choose Profile dialog box, shown in Figure 1-16,
to include this option:

Set As Default Profile Select this option to specify the selected profile as the default
profile, which will appear in the drop-down list by default in subsequent Outlook
sessions. For example, if you maintain separate personal and work profiles, and your
personal profile always appears in the drop-down list, select your work profile and
choose this option to make the work profile the default.

For an in-depth discussion of creating and configuring profiles, see “Understanding User Profiles,” page 42.
The details of configuring service providers (such as for Exchange Server) are covered in various
chapters where appropriate—for example, Chapter 6, “Using Internet Mail,” explains how to configure
POP3 and IMAP accounts; and Chapter 34, “Configuring the Exchange Server Client,” explains how to
configure Exchange Server accounts.

Safe Mode Startup

Safe mode is a startup mode available in Outlook 2003 and the other Microsoft Office 2003
applications. Safe mode makes it possible for Office applications to automatically recover
from specific errors during startup, such as a problem with an add-in or a corrupt registry.
Safe mode allows Outlook to detect the problem and either correct it or bypass it by isolating
the source.

When Outlook starts automatically in safe mode, you see a dialog box that displays the source
of the problem and asks whether you want to continue to open the program, bypassing the
problem source, or try to restart the program again. If you direct Outlook to continue start-
ing, the problem items are disabled, and you can view them in the Disabled Items dialog box
(see Figure 1-17). To open this dialog box, choose Help, About Microsoft Outlook, and click
Disabled Items. To enable a disabled item, select the item and click Enable.
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Disabled Items gj

The items listed below were disabled because they prevented
Outlook from Functioning correctly,

Please note that you may have to restart Outlook For these

changes to take place,
Select the ones you wish to re-enable,

Figure 1-17. Disabled Items dialog box to review and enable items.

In certain situations, you might want to force Outlook into safe mode when it would other-
wise start normally—for example, if you want to prevent add-ins from loading or prevent
customized toolbars or command bars from loading. To start Outlook (or any other Office
application) in safe mode, hold down the Ctrl key and start the program. Outlook detects the
Ctrl key and asks whether you want to start Outlook in safe mode. Click Yes to start in safe
mode or No to start normally.

If you start an application in safe mode, you cannot perform certain actions in the applica-
tion. The following is a summary (not all of which apply to Outlook):

Templates can’t be saved.

The last used Web page is not loaded (Microsoft FrontPage).

Customized toolbars and command bars are not opened. Customizations that you
make in safe mode can’t be changed.

The AutoCorrect list isn’t loaded, nor can changes you make to AutoCorrect in safe
mode be saved.

Recovered documents are not opened automatically.

No smart tags are loaded, and new smart tags can’t be saved.

Command-line options other than /a and /n are ignored.

You can’t save files to the Alternate Startup Directory.

You can’t save preferences.

Additional features and programs (such as add-ins) do not load automatically.

To start Outlook normally, simply shut down the program and start it again without pressing
the Ctrl key.
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Starting Outlook Automatically

If you're like most Office users, you work in Outlook a majority of the time. Because Outlook
is such an important aspect of your work day, you probably want it to start automatically
when you log on to your computer, saving you the trouble of starting it later. Although you
have a few options for starting Outlook automatically, the best solution is to place a shortcut
to Outlook in your Startup folder.

T sa1deyn

Follow these steps to start Outlook automatically in Windows XP, or Windows 2000.

Close or minimize all windows on the desktop.

Locate the Microsoft Outlook icon on the desktop, and drag it to the Start button.
Don’t release the mouse button.

Hold the pointer over the Start menu until it opens. While continuing to hold down
the mouse button, open the Programs menu and then the Startup menu.

Place the cursor on the Startup menu and release the mouse button. Windows informs you
that you can’t move the item and asks whether you want to create a shortcut. Click Yes.

Tip Create a new Outlook shortcut

If you don’t have a Microsoft Outlook icon on the desktop, you can use the Outlook execut-
able to create a shortcut. Open Windows Explorer and browse to the folder \Program Files\
Microsoft Office\Officel1. Create a shortcut to the executable Outlook.exe. Note that the
default syntax for the standard Microsoft Outlook shortcut is C:\Program Files\Microsoft
Office\ Officel1\Outlook.exe /recycle. For an explanation of the /recycle switch and other
Outlook startup options, see “Startup Switches,” page 32.

Tip Change Outlook’s shortcut properties

If you want to change the way Outlook starts from the shortcut in your Startup folder (for
example, you might want to add command switches), you need only change the shortcut’s
properties. For details, see “Changing the Outlook Shortcut,” later in this chapter.

Adding Outlook to the Quick Launch Bar

The Quick Launch bar appears on the taskbar just to the right of the Start menu. Quick
Launch, as its name implies, gives you a way to easily and quickly start applications—just
click the application’s icon. By default, the Quick Launch bar includes the Show Desktop
icon, as well as the Internet Explorer and Outlook Express icons (if Outlook Express is
installed). Quick Launch offers easier application launching because you don’t have to navi-
gate the Start menu to start an application.

Note If you don’t see the Quick Launch toolbar, right-click the taskbar and verify that Lock
The Taskbar is not selected on the shortcut menu. If it is, select Lock The Taskbar to
remove the check. Then, right-click the taskbar and choose Toolbars, Quick Launch to add
the Quick Launch toolbar to the taskbar.
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Adding a shortcut to the Quick Launch toolbar is easy:

Minimize all windows so that you can see the desktop.

Using the right mouse button, drag the Microsoft Outlook icon to the Quick Launch
area of the taskbar and then release it.

Choose Create Shortcut(s) Here.

Note You can also left-drag the Microsoft Outlook icon to the Quick Launch bar. Windows
informs you that you can’t copy or move the item to that location and asks whether you
want to create a shortcut instead. Click Yes to create the shortcut or No to cancel.

Changing the Outlook Shortcut

Let’s assume that you've created a shortcut to Outlook on your Quick Launch bar or in
another location so that you can start Outlook quickly. Why change the shortcut? By adding
switches to the command that starts Outlook, you can customize the way the application
starts and functions for the current session. You can also control Outlook’s startup window
state (normal, minimized, maximized) through the shortcut’s properties. For example, you
might want Outlook to start automatically when you log on, but you want it to start mini-
mized. In this situation, you would create a shortcut to Outlook in your Startup folder and
then modify the shortcut so that Outlook starts minimized.

To change the properties for a shortcut, first locate the shortcut, right-click its icon, and
choose Properties. You should see a dialog box similar to the one shown in Figure 1-18.

OJ'IUJDK Properties E]@

General | Shorteut | Compatibility || S ecurity
®
IE oUTLOOK

Tergettype:  Application
Target location: OFFICET1
Target: les\Micrasoft OificebOFFICE 1 140UTLOOKERE"

Startin: "C:\Program Files\Microsoft OfficeVDFFICETT"
Shortcutkey: | Nane
Bun: Mormal window v

Comment;

Find Terget.. | [ Changelcon.. ] [ Advanced

Figure 1-18. A typical Properties dialog box for an Outlook shortcut in Windows 2000.
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The following list summarizes the options on the Shortcut tab of the Properties dialog box:

Note These options exist on Windows 2000 systems and are similar for Windows XP sys-
tems, although some of the options have slightly different names. Click Advanced on the
Shortcut tab in Windows XP to view additional settings.

Target Type This read-only property specifies the type for the shortcut’s target, which in
the example shown in Figure 1-18 is Application.

Target Location  This read-only property specifies the directory location of the target exe-
cutable.

Target This property specifies the command to execute when the shortcut is executed.
The default Outlook command is “C:\Program Files\Microsoft Office\Office11\
Outlook.exe” /recycle. The path could vary if you have installed Office in a different folder.
The path to the executable must be enclosed in quotes, and any additional switches must be
added to the right, outside the quotes. See “Startup Switches,” page 32, to learn about addi-
tional switches you can use to start Outlook.

StartIn  This property specifies the startup directory for the application.

Shortcut Key  Use this property to assign a shortcut key to the shortcut, which allows you
to start Outlook by pressing the key combination. Simply click in the Shortcut Key box and
press the keystroke to assign it to the shortcut.

Run Use this property to specify the startup window state for Outlook. You can choose
Normal Window, Minimized, or Maximized.

Comment Use this property to specify an optional comment. The comment appears in
the shortcut’s ToolTip when you rest the pointer over the shortcut’s icon. For example, if
you use the Run As Different User option, you might include mention of that in the Com-
ment box to help you distinguish this shortcut from another that launches Outlook in the
default context.

Find Target  Click this button to open the folder containing the Outlook.exe executable
file.

ChangeIcon Click this button to change the icon assigned to the shortcut. By default, the
icon comes from the Outlook.exe executable, which contains other icons you can assign to
the shortcut. You also can use other ICO, EXE, and DLL files to assign icons. You’ll find sev-
eral additional icons in Moricons.dll and Shell32.dll, both located in the %system-
root%\System32 folder.

Advanced  Click this button to access the two following options for Windows XP (these
two options are directly available on the Shortcut tab for Windows 2000 users).

Run In Separate Memory Space  This option is selected by default and can’t be changed
for Outlook. All 32-bit applications run in a separate memory space. This provides crash
protection for other applications and for the operating system.
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Run with Different Credentials ~Select this option to run Outlook in a different user con-
text, which lets you start Outlook with a different user account from the one you used to log
on to the computer. Windows prompts you for the user name and password when you exe-
cute the shortcut. This option is named Run as a Different User in Windows 2000.

Tip You also can use the RUNAS command from a command console to start an applica-
tion in a different user context. For additional information, see the following section, “Use
RUNAS to Change User Context.”

When you’re satisfied with the shortcut’s properties, click OK to close the dialog box.

Use RUNAS to Change User Context

As explained in the preceding section, you can use the option Run As Different User in a
shortcut’s Properties dialog box to run the target application in a different user context from
the one you used to log on to the system. This option is applicable on systems running
Windows 2000 or later.

You can also use the RUNAS command from a command console in Windows 2000 or
Windows XP to run a command—including Outlook—in a different user context. The syn-
tax for RUNAS is

RUNAS [/profile]l [/env] [/netonly] /user:<UserName> program

The parameters for RUNAS can be summarized as follows:

/profile  Use this parameter to indicate the profile for the specified user if that profile
needs to be loaded.

/env  Use the current user environment instead of the one specified by the user’s profile.
/netonly Use this parameter if the specified user credentials are for remote access
only.

/user:<UserName> Use this parameter to specify the user account under which you
want the application to be run.

Program This parameter specifies the application to execute.

Following is an example of the RUNAS command used to start Outlook in the Administrator
context of the domain ADMIN (note that the command should be on one line on your
screen):

RUNAS /profile /user:admin\administrator
""C:\Program Files\Microsoft Office
\Officell\Outlook.exe" /recycle"

It might seem like a lot of trouble to type all that at the command prompt, and that’s usually
the case. Although you can use RUNAS from the command console to run Outlook in a spe-
cific user context, it’s generally more useful to use RUNAS in a batch file to start Outlook in
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a given, predetermined user context. For example, you might create a batch file containing
the sample RUNAS syntax just noted and then create a shortcut to that batch file so that you
can execute it easily without typing the command each time.

Startup Switches

Microsoft Outlook supports a number of command-line switches that modify the way the
program starts and functions. Although you can issue the Outlook.exe command with
switches from a command prompt, it’s generally more useful to specify switches through a
shortcut, particularly if you want to use the same set of switches more than once. Table 1-1
lists the startup switches you can use to modify the way Outlook starts and functions.

For an explanation of how to modify a shortcut to add command-line switches, see “Changing the
Outlook Shortcut,” page 29.

Table 1-1. Startup switches and their purposes

Switch

Purpose

/a <filename>

Open a message form with the attachment specified by
<filename>

/c ipm.activity

Open the journal entry form by itself

/¢ ipm.appointment

Open the appointment form by itself

/¢ ipm.contact

Open the contact form by itself

/¢ ipm.note

Open the message form by itself

/C ipm.post

Open the discussion form by itself

/¢ ipm.stickynote

Open the note form by itself

/c ipm.task

Open the task form by itself

/c <class>

Create an item using the message class specified by <class>

/CheckClient

Perform a check to see whether Outlook is the default application
for e-mail, news, and contacts

/CleanFreeBusy

Regenerate free/busy schedule data

/CleanReminders

Regenerate reminders

/CleanSchedPlus

Delete Schedule+ data from the server and enable free/busy data
from the Outlook calendar to be used by Schedule+ users

/CleanViews Restore the default Outlook views

/Folder Hide the Outlook Bar and folder list if displayed in the previous ses-
sion

/NoPreview Hide the Preview pane and remove Preview Pane from the View
menu

/Profiles Display the Choose Profile dialog box even if Always Use This Profile

is selected in profile options
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Switch

Purpose

/Profile <name>

Automatically use the profile specified by <name>

/Recycle Start Outlook using an existing Outlook window if one exists
/ResetFolders Restore missing folders in the default message store
/ResetOutlookBar Rebuild the Outlook Bar

/select <folder>

Display the folder specified by <folder>

Choosing a Startup View

When you start Outlook, it defaults to using the Inbox view (see Figure 1-19), but you might
prefer to use a different view or folder as the initial view. For example, if you use Outlook pri-
marily for scheduling, you’ll probably want Outlook to start in the Calendar folder. If you use
Outlook mainly to manage contacts, youw’ll probably want it to start in the Contacts folder.

Inbox - Microsoft Outlook 2003

P Fle Edt Wew Go Iools Acions Help

HER L ]

Favarite Folders

=) nbox
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[ Sent Items

All Mail Folders

= €5t Personal Folders i

(& Deleted Items
L7 Drafts
[ Inbax
[ Junk E-mail
[ Outhox
(=4 sent Irems
& [ SearchFolders

—4 Mail
"] calendar
=| Contacts

7] Tasks

LA 2

Arranged By: Date

There are no items to show in this view,

1 5end/Receive ~

S5Find

Type a question For help [

3 Tz scontacitofind - | @) [

Newest on top

0 Items

Figure 1-19.

Inbox is the default view.

To specify the view that should appear when Outlook first starts, follow these steps:

Open Outlook and choose Tools, Options.
Click the Other tab and then click Advanced Options (see Figure 1-20).

From the Startup In This Folder drop-down list, choose the folder you want Outlook

to open at

startup.

Click OK and then close the dialog box.
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Allows script in Public Folders
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Figure 1-20. Use the Advanced Options dialog box to specify the Startup view.

If you switch Outlook to a different default folder and then want to restore Outlook Today as
your default view, you can follow the previous steps to restore Outlook Today as the default.

Simply select Outlook Today from the drop-down list or follow these steps with the Outlook
Today window open:

Open Outlook and open Outlook Today view.

Click Customize Outlook Today at the top of the Outlook Today window.

On the resulting page, select When Starting Go Directly To Outlook Today and then
click Save Changes.

Creating Shortcuts to Start New Outlook Items

In some cases you might want icons on the desktop or your Quick Start toolbar that start new
Outlook items. For example, perhaps you would like an icon that starts a new e-mail message
and another icon that starts a new appointment item.

Sometimes you need to dash off a quick message and have to open Outlook, wait for it to
load, compose the message, then close it when you are finished. You can simplify the task of
sending a new e-mail for these users by creating a shortcut to a mailto: item on the desktop or
in the Quick Start menu by following these steps:

Right-click the desktop and choose New, Shortcut.

In the Create Shortcut dialog box, enter mailto: as the item to launch and click Next.

Type New Mail Message as the shortcut name and click Finish.

Drag the shortcut to the Quick Start toolbar to make it quickly accessible without
minimizing all applications.
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When you double-click the shortcut, Outlook actually launches and prompts you for a pro-
file unless one is set as the default profile. However, only the new message form appears—the
rest of Outlook stays hidden, running in the background.

You can use the Target property of an Outlook shortcut to create other types of Outlook
items. Refer to the section “Changing the Outlook Shortcut” earlier in this chapter to learn
how to create an Outlook shortcut. See Table 1-1 for the switches that open specific Outlook
forms. For example, the following two shortcuts start a new message and a new appointment,
respectively:*

"C:\Program Files\Microsoft 0ffice\Officell\Outlook.exe"™ /c ipm.note

"C:\Program Files\Microsoft Office\Officell\Outlook.exe"™ /c ipm.appointment

Tip You can use the /a switch to open a new message form with an attachment. The fol-
lowing example starts a new message and attaches the file named Picture.jpg:

“C:\Program Files\Microsoft Office\Office11\Outlook.exe” /a Picture.jpg.
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Because Microsoft Outlook has so many features, configuring the program—particularly for
first-time or inexperienced users—can be a real challenge. However, after you master the
basic concepts and experiment with the configuration process, it quickly becomes second
nature.

This chapter examines Outlook setup issues, including what you see the first time you start
Outlook and how to use the E-Mail Accounts Wizard to create, modify, and test e-mail
accounts. You’'ll also learn about user profiles, including how to create and modify them, how
to use multiple profiles for different identities, how to copy profiles, and how to configure
profile properties.

After you have a solid understanding of profiles, you’re ready to tackle configuring the many
e-mail and data file services Outlook offers. This chapter discusses configuring both online
and offline storage and will help you add, modify, and remove personal message stores (per-
sonal folders) for a profile.

In addition, the chapter explains how to configure Outlook to maintain an offline copy of
your Microsoft Exchange Server mailbox and folders so that you can work with your account
while disconnected from the network. You'll also learn how to change the storage location for
your data and how to set options to control mail delivery.

Starting Outlook for the First Time

The first time you run Outlook after a fresh installation (as opposed to an upgrade of an ear-
lier version of Outlook), Outlook runs the Outlook 2003 Startup Wizard. The wizard steps
you through the process of setting up e-mail accounts and data stores (the files used to store your
Outlook data). When you’ve completed all the steps, Outlook opens, as shown in Figure 2-1.
Outlook configures the Navigation pane based on the selections you made in the wizard.

Part 1: Working With Outlook
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Figure 2-1. Here’s what you'll see at first startup after a clean installation.

The Startup Wizard is the same wizard you use to configure e-mail accounts after Outlook is
installed. For that reason, you'll encounter this wizard again in the following section.

If you upgraded Outlook over a previous version, Outlook automatically migrates your
accounts, preferences, and data the first time you run it. This means you don’t have to per-
form any other tasks before working with Outlook 2003, unless you want to add other
accounts or take advantage of features not provided by your current profile settings. In the
following section, you’'ll learn how to add other services and accounts to your current Out-

look profile.

Configuring Accounts and Services

Outlook 2003 provides a wizard to help simplify setup and configuration of e-mail accounts,
data stores, and directory services. You use the same Startup Wizard that installs Outlook to
add new e-mail accounts. When you start Outlook for the first time after a clean installation
(that is, not an upgrade), Outlook runs the wizard automatically.

Follow these steps to get started in setting up e-mail accounts:

Start Outlook. When the Outlook 2003 Startup Wizard appears, click Next.

On the E-Mail Accounts page, click Yes, indicating that you want to set up an e-mail
account, and then click Next. The wizard displays the Server Type page (see Figure 2-2).
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Figure 2-2. Select the type of server for the e-mail account you want to add.

Select the type of e-mail service for which you want to add an account and click Next.

For a discussion of user profiles and how Outlook uses them to store your account settings, see
“Understanding User Profiles,” page 42.

The action the wizard takes at this point depends on the type of account you select. Rather
than cover account configuration here, outside the context of using each type of account, this
book covers the specifics of each account type in the associated chapter. The following list
helps you locate the appropriate chapter and section:
Exchange Server See Chapter 34, “Configuring the Exchange Server Client.”
Internet Mail (POP3) See “Using Internet POP3 E-Mail Accounts,” page 147.
IMAP  See “Using IMAP Accounts,” page 155.
HTTP (including Hotmail and others) See “Using Hotmail and Other HTTP-Based
Services,” page 158.

CompuServe See “Using Outlook with CompuServe,” page 156 (includes Com-
puServe Classic and CompuServe 2000).

Fax Transport See “The Native Windows Fax Service,” page 261.
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You can easily add an e-mail account to your Outlook profile after Outlook is installed. Fol-
low these steps:

Right-click the Outlook icon on the desktop, choose Properties, and then click E-Mail
Accounts. Or, with Outlook open, choose Tools, E-Mail Accounts to display the E-Mail
Accounts Wizard, shown in Figure 2-3.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

O Wiew or change existing e-mail accounts

Directory

(O add a new directory or address book
(O view or change existing directories or address books

[ Mext = ] [ Close ]

Figure 2-3. Outlook provides a wizard for adding and modifying accounts.

Note If your system includes multiple profiles, select the one to which you want to add
accounts. Right-click the Outlook icon on the Start menu and choose Properties. Click Show
Profiles, locate and select your profile, and click Properties. Then select E-Mail Accounts.

Select Add A New E-Mail Account and click Next if you want to add an

account. Select View Or Change Existing E-Mail Accounts to modify existing
accounts.

Select the type of e-mail service to add and click Next. (As noted earlier, you can refer
to other chapters for information about configuring specific account types.)

Testing Your E-Mail Account

Outlook offers a new feature to help you set up your e-mail account. You can now test the
new account while you create it, rather than setting it up first and testing it later. This helps
you quickly identify problems with the account settings, such as an incorrect password or the
wrong Domain Name System (DNS) name specified for the incoming or outgoing server.
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When you run the E-Mail Accounts Wizard, enter the settings for the account on the Settings
page (see Figure 2-4). Then click Test Account Settings. Outlook locates the incoming and

outgoing mail servers, logs on to the incoming mail server, and sends a test message (see
Figure 2-5). If all steps are completed successfully, your account settings are correct. Diffi-

culty with a particular step can help you identify problems with your settings, a connectivity
problem, and so on. Although Outlook doesn’t start a troubleshooter for you or recommend
a fix, specific types of difficulties point to certain common problems. For example, if Outlook
indicates that it can’t find your e-mail server, the most likely problem is that you have speci-
fied the wrong DNS name (assuming that your Internet or intranet connection is working).

E-mail Accounts @

Internet E-mail Settings {POP3)
Each of these settings are required ko get your e-mail account working,
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User Information Seryer Information

Your Mame: Jim Bavee Incoming mail server (POP3Y | pop, wingtiptoys.com

E-mail Address: |jim@wintiptays. com Cutgaing mail server (SMTPY: | smtp, wingtiptays.com

Logon Information Test Settings

User Mame: fim After filing out the information on this screen, we
recommend you test your account by clicking the

Password: kbt button below, (Requires network connection)

[
ST G e Test Account Setkings ... ]

|:| Log on using Secure Password

Authentication {SPA) More Settings ...

[ < Back ” et = ][ Cancel ]

Figure 2-4. Click Test Account Settings when setting up a new account to test the account.

Test Account Settings

Outlook is testing the account settings you entered,
Tasks | Errors
Tasks Status L
\/Establish network connection Completed
\/Find oukgaing mail server (SMTP) Completed

Find incoming mail server (POP3)
Log onka incoming mail server (PO,
P Send test e-mail message In Progress

Figure 2-5. Outlook performs several tasks to check your account settings.
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’{Q:} Troubleshooting

Outlook can’t find your e-mail server

If Outlook can’t seem to locate your e-mail server, you can check a handful of settings to
determine the problem. First, make sure your computer is connected to the network or the
Internet, depending on where the server is located. If you're specifying a server on the Inter-
net, make sure you have specified the correct, fully qualified domain name (FQDN) of the
server, such as mail.wingtiptoys.com. If you specify the correct name but Outlook still can’t
find the server, try pinging the server by name. Open a command console and type the fol-
lowing command where <server> is the FQDN of the server:

PING <server>

If this results in an unknown host error, it’s likely that DNS is not configured or working prop-
erly on your computer. Check the DNS settings for your TCP/IP protocol to make sure you
are specifying the correct DNS server. If you know the IP address of the server, ping the
address. If you are able to ping, you definitely have a DNS problem or are specifying the
wrong DNS name. If the ping fails, you have a network connectivity or TCP/IP stack prob-
lem. At this point, it would be best to consult your network support staff. Your configuration
needs to be verified (and changed, if an incorrect value has been specified). If you have
faulty hardware, it needs to be replaced.

Understanding User Profiles

In Outlook, user profiles store the configuration of e-mail accounts, data files, and other
settings you use in a given Outlook session. For example, your profile might include an
Exchange Server account, an Internet mail account, and a set of personal folders. Outlook
either prompts you to select a profile at startup or selects one automatically, depending on
how you’ve configured it.

In most cases, you'll probably use only one profile and will configure Outlook to select it
automatically. In some situations, however, multiple profiles can be useful. For example, you
might prefer to keep your work and personal data completely separate on your notebook
computer because of privacy concerns or office policies. In this situation, you maintain two
profiles: one for your work data and a second for your personal data. You then configure
Outlook to prompt you to choose a profile at startup. The profile controls which set of data
files and configuration settings are used for that specific session. For example, when you’re
working at the office, you use the office profile—and when you’re using the computer at
home, you use the personal profile.

It’s important to understand that Outlook profiles have no relationship to the other types of
profiles you'll find in a Microsoft Windows operating system, which include hardware pro-
files and user profiles. Hardware profiles store hardware settings and allow you to switch
between different hardware configurations without reconfiguring your system. User profiles
store the unique working environment (Desktop, My Documents, and so on) that you see
when you log on to your computer. Outlook profiles, in contrast, apply only to Outlook.
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Note Unless otherwise noted, the term profile in this book refers to an Outlook profile.

Each profile can contain multiple accounts and services, which means you can work with dif-
ferent e-mail servers at one time and use multiple sets of data files (such as a set of personal
folders, or PST file). The following list describes the items stored in an Outlook profile:

Services These include e-mail accounts and data files, along with their settings. For
example, your profile might include an Exchange Server account, two Internet e-mail
accounts, a PST file, and a directory service account. When these accounts are in a sin-
gle profile, you can use all of them in the same Outlook session.

Delivery settings The profile specifies the store to which Outlook should deliver new
mail when it arrives. With the exception of IMAP accounts, which use their own PST
files, all accounts use the same store location. You also can specify the order in which
Outlook processes accounts.
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To learn how to configure these delivery properties for a given profile, see “Setting Delivery
Options,” page 53.

Address settings  You can specify which address book Outlook displays first, where
Outlook should store personal addresses, and the order of the address books Outlook
uses to check e-mail addresses when the profile includes multiple address books. In
earlier versions of Outlook, you accessed these settings through the profile properties,
but in Outlook 2003 you configure addressing in the Address Book window.

For detailed information on configuring and using address books in Outlook, see Chapter 5, “Managing
Address Books and Distribution Lists.

The first time you run Outlook, it creates a profile called Outlook if you don’t add any e-mail
accounts to the profile. If you do add an e-mail account, Outlook uses the name you specify
in the account settings as the name for the profile.

As explained previously, you can use multiple profiles. The following sections explain how to
create new profiles, copy existing profiles to new profiles, and perform related operations.

Creating Profiles

You don’t have to be in Outlook to create a profile; in fact, you can’t create one in Outlook.
You create profiles from the Start menu or through Control Panel. In addition to specifying
a profile name, you can also (optionally) add e-mail and other services to the profile. You can
create a profile from scratch or copy an existing profile to create a new one.

Creating a Profile from Scratch

When you have no existing Outlook profile or no profile that contains the accounts or set-
tings you need, you must create a profile from scratch.
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Follow these steps to create a new profile:

On the Start menu, right-click the Outlook icon and choose Properties. Alternatively,
open Control Panel and double-click the Mail icon. If you are using Category view in
the Windows XP Control Panel, the Mail icon is located in the User Accounts category.

In the Mail Setup dialog box (shown in Figure 2-6), click Show Profiles.

Mail Setup - chill 53

E-mail Accounts

3 Fetup e-mail accounts and directaries., | E-mail Accourts... |

Data Files

¢ 1aydeyn

w, Change settings for the files Outlook uses to Data Files
yg store e-mail messages and documents. =

Profiles

Setup multiple profiles of e-mail accounts and Show Profiles. ..

data files, Typically, you only need one.

Close

Figure 2-6. You access the current profile’s settings as well as other profiles
through the Mail Setup dialog box.
Click Add, specify a name for the profile in the New Profile dialog box, and click OK.

The E-Mail Accounts Wizard starts. Add accounts and other services to the profile. To
create a new profile without adding any services (useful if you are not using Outlook
for e-mail), click Close. In this situation, Outlook automatically creates a set of per-
sonal folders (a PST file) to store your Outlook data.

Copying a Profile

In addition to creating profiles from scratch, you can also copy an existing profile to create a
new one. When you copy a profile, Outlook copies all the settings from the existing profile to
the new one, including accounts and data files.

Follow these steps to copy an existing profile:
On the Start menu, right-click the Outlook icon and choose Properties. Alternatively,
open Control Panel and double-click the Mail icon.
In the Mail Setup dialog box, click Show Profiles.
Select the existing profile that you want to use as the basis for the new profile and then
click Copy.
In the Copy Profile dialog box, specify a name for the new profile and click OK.
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Modifying or Removing a Profile

You can modify a profile at any time to add or remove services. You can also remove a profile
altogether if you no longer need it.

Follow these steps to modify or remove an existing profile:

On the desktop, right-click the Outlook icon and choose Properties. Alternatively,
open Control Panel and double-click the Mail icon.

In the Mail Setup dialog box, click Show Profiles.

Select the profile to be modified or removed.

Click Remove if you want to remove the profile, or click Properties to modify its settings.
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Creating Multiple Profiles

For situations in which you need to create many profiles, such as when you are installing
Oftfice 2003 for multiple users or setting up a server to allow users to install Office automati-
cally, you can turn to the Office 2003 Resource Kit for some helpful tools. One of these tools
is the Custom Installation Wizard, which helps you customize the Office setup process, apply
security settings for Office deployment, and provide the means to create and deploy precon-
figured Outlook profiles.

Chapter 33, “Deploying and Managing Outlook in a Network,” and Article 4, “Office 2003 Resource
Kit,” cover the Custom Installation Wizard and Office 2003 Resource Kit, respectively. Chapter 33 also
covers other tools in the Resource Kit for deploying Outlook and controlling Outlook with group policy.

Switching Profiles

You can configure Outlook either to use a specific profile automatically or to prompt you to
select a profile at startup. If you want to change profiles, you need to exit Outlook and restart,
selecting the appropriate profile.

Follow these steps to specify the default profile and use it automatically when Outlook starts:

On the desktop, right-click the Outlook icon and choose Properties. Alternatively,
open Control Panel and double-click the Mail icon.
In the Mail Setup dialog box, click Show Profiles.

On the General tab (shown in Figure 2-7), select Always Use This Profile. In the drop-
down list, select the default profile you want Outlook to use.
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General

@ The following profiles are set up on this computer:

[ Add... ][ Remaove ][ Properties ][ Copy...

‘when starting Microsoft Qutlook, use this profile:

¢ 1aydeyn

(®) Prompt for a profils to be used
O ahways use this profils

[ Ok H Cancel ]

Figure 2-7. You can specify a default profile on the General tab.

Click OK.

Specifying the Startup Profile

If you work with multiple profiles and switch relatively often, you’ll probably want to configure
Outlook to prompt you to choose a profile at startup. This saves you the trouble of changing
the default profile each time you want to switch. For example, assume that you use one pro-
file for your personal accounts and another for your work accounts. Have Outlook prompt
you for the profile when the program starts, rather than configuring the settings each time to
specify the default profile.

Follow these steps to configure Outlook to prompt you to choose a profile:

On the desktop, right-click the Outlook icon and choose Properties. Alternatively,
open Control Panel and double-click the Mail icon.

In the Mail Setup dialog box, click Show Profiles.

Select Always Use This Profile, select the profile you want Outlook to display as the
initial selection in the list, and then select Prompt For A Profile To Be Used.

Click OK.

Tip Set the initial profile

You probably noticed in step 3 that you enabled an option and then immediately disabled it
by selecting Prompt For A Profile To Be Used. In effect, you're accomplishing two tasks:
setting the default profile and also configuring Outlook to prompt you for a profile. In the
drop-down list, select the profile you use most often, which saves you the effort of selecting
it when prompted at startup.
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Configuring Online and Offline Data Storage

FEATURE!

The previous section explained how to add e-mail account services and discussed data stores.
This section provides a more detailed look at storage options in Outlook and how to config-
ure those options.

Like earlier versions of Outlook, Outlook 2003 offers three options for storing data: your
Exchange Server mailbox, PST files, and Offline Folder (OST) files. Outlook 2003 adds a new
twist, however. Outlook 2003 can use Cached Exchange Mode in conjunction with an OST
file to create a local copy of an Exchange Server mailbox. With Cached Exchange Mode,
Outlook works from the cached local copy of the mailbox and automatically handles syn-
chronization between the local cache and the server. Your mailbox is therefore always avail-
able, even when the server is not. When you connect to the network, Outlook automatically
detects server connection status and synchronizes the Outlook folders.

See Chapter 34 to learn how to configure an Exchange Server client, including enabling and disabling
Cached Exchange Mode.

Regardless of its location, a store holds your Outlook data, including your Contacts, Calen-
dar, and other folders. You can have only one default store. This means your e-mail, contacts,
schedule, tasks, and other information are all stored in the same set of folders. Outlook
directs all incoming e-mail to your default store. The single exception to this is an IMAP
account, which stores its e-mail folders and messages separately from your other data.

For detailed information on configuring and using IMAP accounts and how Outlook stores IMAP folders
and messages, see “Using IMAP Accounts,” page 155.

Although you can have only one default store, you can add other store files to a profile. You
can use the other stores to organize or archive your data. For example, if you have a profile
with an Exchange Server account and a POP3 account, the profile might be configured to
deliver all mail to the Exchange Server mailbox. You might want to add another set of folders
that you can use to separate your Internet mail from your workgroup mail, or perhaps you
want to use a different store to separate your personal messages from your work-related mes-
sages. Another use for a second store file is to share data with others without exposing your
default store. Whatever the situation, you need to decide which type of store is most appro-
priate for your default store as well as for your additional stores.

Personal Folders and Offline Folders

A PST file in Outlook 2003 is essentially the same as the default store type in Microsoft Out-
look 97, Outlook 98, and Outlook 2000, although the native PST format of Outlook 2003 is
not compatible with previous versions of Outlook. The native Outlook 2003 PST format pro-
vides better support for multilingual Unicode data and eliminates the 2-GB file size limit
imposed by the previous PST format.

Chapter 2
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You can password-protect PST files for greater security, although utilities available on the
Web can bypass the password security. PST files offer encryption, providing an additional
level of security. PST files do not have a built-in capability for synchronization with an
Exchange Server mailbox, although you can work offline if the PST rather than the Exchange
Server mailbox is configured as the default store location. If the Exchange Server mailbox is
your default store, however (which is recommended), you must use an OST file to work
offline, whether in normal offline mode or Cached Exchange Mode.

Tip Make your PST available when you're roaming

If you use a roaming Windows profile to provide a common desktop configuration regard-
less of the computer from which you log on, consider placing the PST (if you use one) on a
network share that is available from all your logon locations. This eliminates the need to
copy your PST across the network each time you log on, reducing network utilization and
speeding logon time. Microsoft doesn’t recommend placing PSTs on a network share
because of performance issues, but it has been my experience that this is a workable
solution that offers enough advantages to overshadow any performance issues. Naturally,
performance depends on the size of a user’s mailbox and available network bandwidth.

¢ 1aydeyn

As already mentioned, the format for PST files in this version of Outlook is different from the
format in Outlook 97, Outlook 98, Outlook 2000, and Outlook 2002, which means those sys-
tems cannot share a PST file created with Outlook 2003. This is a significant consideration if
you need to share a local data file with other Outlook users who have not yet upgraded to

Outlook 2003. However, Outlook 2003 can use PSTs created with earlier versions of Outlook.

You can choose the format of a PST file only when you create the PST—you can’t convert an
existing PST to the new format. You can, however, simply export all of the items in an existing
PST to a new PST that does use the new format. Open Outlook and choose File, Import and
Export, then follow the wizard’s prompts to export to a PST. The wizard creates an Outlook
2003 native format PST by default.

To decide which PST format you should use, consider whether you need to use the PST with
an earlier version of Outlook. If not, the Outlook 2003 native format is the best choice. If you
need to export items from an Outlook 2003 PST to an earlier version, simply export the items
to a PST that you created with a previous version of Outlook.

Adding Other Data Stores

Outlook uses a particular store as your default store to contain your Outlook data and e-mail,
but you can add other store files to help you organize, separate, or archive your data.

Adding another store is easy. Just follow these steps:

Right-click the Outlook icon on the desktop, choose Properties, and then click Data
Files. (Select the profile first, if necessary.) Or, if Outlook is running, choose Tools,
Data File Management. The current storage files are listed in the Outlook Data Files
dialog box.

Click Add, select the type of Personal Folders file to create, and then click OK.
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Outlook prompts for the name and location of the file. You can specify a new file or

select

an existing file to add it to your current profile. Click OK after you specify the

file and path.

Outlook next displays the Create Microsoft Personal Folders dialog box, shown in
Figure 2-8. Configure settings as necessary based on the following list:

Name Specify the name by which you want the folders to be known in Out-
look. This is not the file name for the store file, but you can use the same name
for both if you want.

Encryption Setting Specify the encryption level for the folder file. Choose No
Encryption if you don’t want Outlook to encrypt your PST file. Choose Com-
pressible Encryption if you want Outlook to encrypt the file with a format that
allows compression to conserve space. Outlook does not compress the file.
Instead, you must use the compression capabilities offered by your operating
system (such as NTFS compression) or by a third-party application. Choose
High Encryption for highest security. PST files formatted using High Encryp-
tion can be compressed, but not as efficiently as those that use Compressible
Encryption.

Password  Specify an optional password to protect your PST file from access by
others.

Save This Password In Your Password List  Select this check box to have Out-
look save the password for your PST file in your local password cache. This
eliminates the need for you to enter the password each time you open the PST
file. Clear this check box if you want Outlook to prompt you each time (provid-
ing greater security).

Create Microsoft Personal Folders gj

File:

Mame:

Format: | Personal Folders File
Encryption Setting
C' Mo Encryplion
(%) Compressible Encryption
() High Encryption
Password
Password:
Werify Password:

[[]5ave this password in your password list

CiiDocuments and SettingstjulieiLocal Settin

ersonal Folders

Figure 2-8. Use the Create Microsoft Personal Folders dialog box to add a
PST file.

Click OK to close the Create Microsoft Personal Folders dialog box.

49

Chapter 2



Part 1: Working With Outlook

¢ 1aydeyn

50

Microsoft Office Outlook 2003 Inside Out

Note It's possible for others to gain access to your PST file and bypass the password,
even if you use a compression option. For best security, keep your sensitive data on the
Exchange Server rather than in a PST file. You can also employ NTFS permissions to secure
the folder where your PST file is located, granting applicable permissions only to those
users who need access to that folder or your PST file.

(10)F nside out ’

Add an existing PST to a profile

You can easily add an existing PST to a profile so you can work with its contents in Outlook,
either permanently or temporarily. For example, you might want to open an archive PST to
find an old message or two, then “disconnect” the PST when you have finished using it.
Just open Outlook and choose File, Open, Outlook Data File, and choose the PST. When you
have finished using it, right-click its root in the folder list and choose Close to remove the
PST from the folder list.

Removing Data Stores

Occasionally, you might want to remove a data store from a profile—perhaps you’ve been
using a PST file as your primary store and are now moving to Exchange Server with an OST
file for offline use.

To remove a data store from a profile, you use steps similar to those you followed to add a
store:

Right-click the Outlook icon on the Start menu, choose Properties, and then click Data
Files. (Select the profile first if necessary.) Or, if Outlook is running, choose Tools, Data
File Management. The current storage files are listed in the Outlook Data Files dialog
box.

Select the data file to remove from the profile and click Remove, then click Yes to verify
the action.

Click Close and then close the remaining dialog boxes.

When you remove a data file from a profile, Outlook does not delete the file itself. This means
you can later add the file back to a profile if you need to access its contents. If you don’t need the
data stored in the file or if you've already copied the data to a different store, you can delete
the file. Open the folder where the file is located and delete it as you would any other file.
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Configuring Offline Storage

Configuring an offline store allows you to continue working with data stored in your
Exchange Server mailbox when the server is not available (if your computer is disconnected
from the network, for example). As soon as the server becomes available again, Outlook syn-
chronizes the data either automatically or manually—according to the way in which you have
configured Outlook.

For a detailed explanation of folder synchronization, see “Controlling Synchronization and Send/Receive
Times,” page 184.

As in earlier versions of Outlook, Outlook 2003 supports the use of an OST file to serve as an
offline cache for Exchange Server. This method is compatible with all versions of Exchange
Server, including Exchange Server 2000 and Exchange Server 2003.

Chapter 2

Using an OST File

You can use an OST file to provide offline capability for your Exchange Server mailbox. You
do not need to use a PST file in conjunction with the OST file—the OST file can be your only
local store file, if you want. However, you can use other PST store files in addition to your
OST file.

This section assumes you are working with an Exchange Server account that has not been
configured to use Cached Exchange Mode. When you add an Exchange Server account in
Outlook 2003, the wizard enables Cached Exchange Mode by default. This section helps you
create and enable an offline store for a profile that has not had Cached Exchange Mode
enabled previously.

Note The OST file does not appear as a separate set of folders in Outlook. In effect, the
OST file is hidden and Outlook uses it transparently when your computer is offline. For more
information, see “Working Offline and Remotely,” page 917.

Follow these steps to configure offline storage with an OST file:
Right-click the Outlook icon on the Start menu, choose Properties, and then click
E-Mail Accounts. If Outlook is running, choose Tools, E-Mail Accounts.

Select View Or Change Existing E-Mail Accounts and click Next, and then select the
Exchange Server account and click Change.

Click More Settings to display the Microsoft Exchange Server dialog box. Click the
Advanced tab, and then click Offline Folder File Settings to open the dialog box shown
in Figure 2-9.
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Offline Folder File Settings 53

Browse

Encryplion Setting

C' Mo Encryplion
(%) Compressible Encryption
() High Encryption

Reduces the size of your offline
folder file

The offline folder file will not be
opened on startup

Figure 2-9. Specify the file name and other settings for the OST file.
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Specify a path and name for the OST file in the File box, select the encryption setting,
and click OK.

Click OK to close the Offline Folder File Settings dialog box.
Click Next and then click Finish.

NEW .
FEATURE! Configuring Cached Exchange Mode

When you add an Exchange Server account to a profile in Outlook 2003, Outlook enables
Cached Exchange Mode by default and creates the OST file that Cached Exchange Mode will
use to store the local copy of the mailbox. If you originally added the Exchange Server
account without Cached Exchange Mode, you can still enable it by following these steps:

Close Outlook and double-click the Mail icon in Control Panel.

Click Mail Accounts in the Mail Setup dialog box.

Choose View Or Change Existing E-Mail Accounts and click Next.

Select the Exchange Server account and click Change.

Select Use Cached Exchange Mode and click Next, then click Finish.

Outlook 2003 creates the OST file the next time you start Outlook and begins the synchroni-
zation process if the server is available.

Changing Your Data Storage Location

On occasion, you might need to move a data file from one location to another. For example,
perhaps you've been using a local PST file and now want to place that file on a network share for
use with a roaming profile, so that you can access the file from any computer on the network.

Moving a PST file is a manual process. You must shut down Outlook, move the file, and then
reconfigure the profile accordingly.
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Follow these steps to move a PST file:
Shut down Outlook, right-click the Outlook icon on the Start menu, and choose
Properties.

Select a profile if necessary, and then click Data Files to display the Outlook Data Files
dialog box (see Figure 2-10).

Outlook Data Files - Outlook: E
Data Files
Select a data file in the list, then click Settings for more details or click Tell Me Mare. .

Open Folder ko display the Folder that contains the data file, To move or
copy these files, you must First shut down Outlook,

Chapter 2

Marme Filename Comment Settings...

Personal Folders  Ci\Documents and Settin. ..
Open Folder. ..

Remave

Close

Figure 2-10. Use the Outlook Data Files dialog box to locate the existing PST.

Select the PST you want to move and click Open Folder. Outlook opens the folder
where the PST is located and highlights the file’s icon.

Drag the file or use the clipboard to move the file to the desired location; then close
the folder.

Back in the Outlook Data Files dialog box, click Settings. Click OK at the error message.
Browse to the new location of the PST, select it, and click Open; then click OK.

Click Close to close the Outlook Data Files dialog box; then click Close again to close
the Mail Setup dialog box.

Setting Delivery Options

Outlook uses one data store location as the default location for delivering messages and storing
your other Outlook items. You can change the store location if needed. You also can specify
the order in which Outlook processes e-mail accounts, which determines the server Outlook
uses (where multiple servers are available) to process outgoing messages. The order also
determines the order in which Outlook checks the servers for new messages.

For example, assume that you have an Exchange Server account and a POP3 account for your
personal Internet mail. If the Exchange Server account is listed first, Outlook sends messages
destined for Internet addresses through Exchange Server. In many cases, however, this might
not be what you want. For example, you might want all personal mail to go through your
POP3 account and work-related mail to go through your Exchange Server account.
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You have two ways to change the e-mail service that Outlook uses to send a message: you can
configure the service order or you can specify the account to use when you create the message.

Follow these steps to configure the service order for your e-mail:

Right-click the Outlook icon on the Start menu and choose Properties. Alternatively,
with Outlook open, choose Tools, E-Mail Accounts to display the E-Mail Accounts
Wizard.

If your system includes multiple profiles, select the one to which you want to add
accounts. Click Show Profiles, locate and select your profile, and click Properties.
Then select E-Mail Accounts.

Click View Or Change Existing E-Mail Accounts and then click Next.

Select accounts and use the Move Up and Move Down buttons to change the order of
the accounts in the list (see Figure 2-11).

E-mail Accounts E

E-mail Accounts
‘fou can select an account and change its settings or remove it
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Outlook processes e-mail for these accounts in the Following order:

Mame Type Change...
Microsoft Exchange Server Exchange (Default)

Hotrnail HTTR

mail.rothsay k12, mn.us IMARISMTR

Remave

Move Down

Deliver new e-mail to the Following location:

Personal Folders b Mew Outlook Data File, ..

[ < Back " Finish ][ Cancel ]

Figure 2-11. Use Move Up and Move Down to configure account order.

Click Finish.

When you compose a message, you can override the default e-mail service that Outlook uses
to send messages simply by selecting the account before sending the message.

To select the account, follow these steps:

Compose the message. Before sending it, click the Accounts button on the toolbar.

Select the account you want to use to send the message, make any other changes to
options as needed, and click Send.
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If you've used earlier versions of Microsoft Outlook, you'll find that the interface in Microsoft
Outlook 2003 hasn’t changed that much, and you should have no problem getting started.
There are, however, some new features and interface enhancements that you will probably
like quite a bit. If you're new to Outlook entirely, you need to become familiar with its inter-
face, which is the main focus of this chapter.

Outlook presents your data using different views, and this chapter shows you how to custom-
ize the way those views look. The chapter also examines other standard elements of the interface,
including toolbars, the Navigation Pane, the folder list, and the Reading Pane. You'll also
learn how to use multiple Outlook windows and views and navigate your way through the
Outlook interface.

This chapter looks at the various ways you can configure Outlook, explaining settings that
control a broad range of options, from e-mail and spelling to security. In addition, you'll
learn about settings in your operating system that affect how Outlook functions. Where
appropriate, the text refers you to other chapters where configuration information is dis-
cussed in detail in the context of a particular feature or function.

Web access has been expanded and improved in Outlook, and this chapter examines that
Web integration. You'll learn about browsing the Web with Outlook, using the desktop con-
ferencing options available in Outlook, and accessing your Microsoft Exchange Server e-mail
through a Web browser. The chapter finishes with a discussion of add-ins, which can enhance
Outlook’s functionality.

Understanding the Outlook Folders

Outlook uses a standard set of folders to organize your data. Once you're comfortable work-
ing with these standard folders, you’'ll be able to change their location, customize their
appearance, or even create additional folders, as you'll learn throughout this book.
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The following list describes the default Outlook folders:

Calendar This folder contains your schedule, including appointments, meetings,
and events.

Contacts This folder stores information about people, such as name, address, phone
number, and a wealth of other data.

Deleted Items This folder stores deleted Outlook items and can contain items of var-
ious types (contacts, messages, and tasks, for example). You can recover items from the
Deleted Items folder, giving you a way to “undelete” an item if you've made a mistake
or changed your mind. If you delete an item from this folder, however, the item is
deleted permanently.

Drafts  Use this folder to store unfinished drafts of messages and other items. For
example, you can use the Drafts folder to store a lengthy e-mail message you haven’t
had a chance to finish yet. Or, you might start a message, have second thoughts about
sending it, and place it in the Drafts folder until you decide whether to send it.

Inbox Outlook delivers your e-mail to this folder. Keep in mind that, depending on
the types of e-mail accounts in your profile, you might have more than one Inbox in
locations other than your default information store. For example, if you have an IMAP
account and an Exchange Server account, you'll have an Inbox folder for each.

¢ saydeyn

Journal The Journal folder stores your journal items, allowing you to keep track of
phone calls, time spent on a project, important e-mail messages, and other events and
tasks.

Notes The Notes folder stores and organizes notes. You can move or copy notes to
other folders in Outlook as well as to folders on disk (such as your desktop). You can
also create shortcuts to notes.

Outbox The Outbox stores outgoing messages until they are delivered to their desti-
nation servers. You can configure Outlook to deliver messages immediately after you
send them or have the messages wait in your Outbox until you process them (by syn-
chronizing with the Exchange Server or performing a send/receive operation through
your POP3 account, for example).

Sent Items The Sent Items folder stores a copy of messages you have sent. You can
configure Outlook to automatically store a copy of each sent item in this folder.

Tasks The Tasks folder lists tasks that have been assigned to you or that you have
assigned to either yourself or others.

Working with the Standard Outlook Views

Before you can become proficient at using Outlook, you need to be familiar with its standard
views and other elements of its interface. This section introduces you to Outlook’s stan-
dard views, including information on how to work with them and customize them to meet
your needs.
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Outlook Today

Outlook provides default views of its standard folders as well as one additional view that is a
summary of your schedule, tasks, and e-mail for the current day—Outlook Today. To switch
to the Outlook Today view if you are working in another folder, click the root folder of your
mail store on the Navigation Pane (under Outlook Shortcuts). For example, click Personal
Folders if your Outlook data is stored in a personal folders (PST) file, or click Mailbox if it is
stored in an Exchange Server mailbox. Figure 3-1 shows a typical Outlook Today view. In the
Calendar section on the left, Outlook summarizes your schedule for the current day, showing
each appointment with time and title. You can easily view the details of a particular appoint-
ment by clicking the appointment time or title to open it.
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Figure 3-1. Outlook Today lets you see your day at a glance.

In the middle column, Outlook Today lists your tasks for the current day, including overlap-
ping tasks with a duration of more than one day. The list includes a title and completion date
for each task, along with a check box. You can mark the task as completed by selecting the
check box; doing so crosses out the task in the list. If the check box is cleared, the task is
incomplete.

The third column in Outlook Today lists the number of messages in your Inbox, Drafts, and
Outbox folders. If the number appears in bold, the associated folder contains unread messages.

For details on customizing the Outlook Today view to display additional information (including the use of
HTML code in such customization), see “Customizing the Outlook Interface,” page 657.
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The Inbox displays your default message store (see Figure 3-2). For example, if you use an

Exchange Server account and store your data on the Exchange Server, the Inbox view shows the
Inbox folder on the Exchange Server. If you’ve configured Outlook to deliver messages to a local
store (such as a PST file), the Inbox view shows the contents of the Inbox folder in that store.

Inbox - Microsoft Outlook 2003
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Figure 3-2. The Inbox view shows the contents of the Inbox folder of your default store.

As you can see in Figure 3-2, the Inbox view shows the message header for each message,
including such information as sender, subject, and date and time received in various col-
umns. These columns are not always visible, however, because the default configuration
includes the Reading Pane at the right edge of the Outlook window, which hides many of the
columns on a typical display. If you turn off the Reading Pane or move it to the bottom of the
window, you can view the message header columns.

You can easily sort messages by clicking on the column header for the column you want to
use as the sort criterion. For example, to quickly locate messages from a specific sender, you
can click the From column header to sort the list alphabetically by sender. To switch between
ascending and descending sort, simply click the column header again. An up arrow beside the
column name indicates an ascending sort (such as A to Z), and a down arrow indicates a
descending sort (such as Z to A).

To learn how to add and remove columns and change their appearance and order, see “Customizing the
Inbox View,” page 61.
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By default, Outlook shows the following columns in the Inbox view:

Importance This column indicates the level of importance, or priority, the sender
has assigned to a message—Low, Normal, or High. A high-priority message is accom-
panied by an exclamation mark, whereas a down arrow marks a low-priority message.
No icon is displayed for a message of normal importance.

Tip After you've received a message, you can change its priority status by right-clicking
the message, choosing Options, and specifying a new importance level.

Icon The icon column indicates the type of message and its status. For example,
unopened messages are accompanied by a closed envelope icon, and read messages are
accompanied by an open envelope icon.

Flag Status  In this column, you can flag messages for follow-up action. For example,
you can flag a message that requires you to place a call, to forward the message, or to
respond at a particular time. You specify the action, date, and time for follow-up. Out-
look displays a reminder for flagged items based on the flag settings you specify. To flag
a message, right-click the message header and choose Follow Up. To mark the follow-
up task as completed and change the flag icon, right-click the flagged message and
choose Flag Complete. Choose Clear Flag to remove the follow-up.

Chapter 3

For detailed information on flagging messages for follow-up and other ways to manage and
process messages, see “Flagging and Monitoring Messages and Contacts,” page 218.

Attachment The Attachment column displays a Paper Clip icon if the message includes
one or more attachments. Right-click a message and choose View Attachments to view
the attachments, or simply double-click an attachment in the Reading Pane.

Caution Although Outlook provides protection against viruses and worms by preventing
you from opening certain types of attachments, this is no guarantee against infection. Your
network administrator might have modified the blocked attachments lists, or you might
have modified your blocked attachments list locally, to allow a specific attachment type sus
ceptible to infection to come through. So you should still exercise caution when viewing
attachments, particularly from unknown sources. It's a good practice to save attachments
to disk and run a virus scan on them before opening them.

From This column shows the name or address of the sender.
Subject  This column shows the subject, if any, assigned by the sender to the message.
Received This column indicates the date and time the message was received.

Size This column indicates the overall size of the message, including attachments.
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Time is Relative

The date and time displayed in the Inbox’s Received column can be a little deceiving. This
data reflects the time the message was placed in your message store. If you're working
online with an Exchange Server account, for example, Outlook shows the time the message
was placed in the Inbox folder for your mailbox on the Exchange Server. If the time on your
computer isn’t coordinated with the time on the server, the time you actually receive the
message could be different from the time reflected in the message header. For sent mes
sages (in the Sent Items folder), the time indicated is the time the message was placed in
your Outbox. If you're working offline, that time could differ from the time the message is
actually sent.

Previewing Messages

Another part of the Inbox view is the Reading Pane, which appears at the right of the view.
You can use the Reading Pane to preview messages without opening them in a separate win-
dow. The scroll bar on the right of the Reading Pane lets you scroll through the message. The
top of the Reading Pane presents information about the message, such as sender, recipient,
subject, and attachments.

Tip Rightclick any blank area of the Reading Pane and choose Header Information to turn
on or off the Reading Pane header. You must click outside the white area where the mes
sage is displayed.

You can double-click most of the items in the Reading Pane header to see detailed informa-
tion about the item. For example, you can double-click the name in the From field to display
information about the sender (see Figure 3-3). Use this method to quickly copy contact
information about the sender from the message to your Personal Address Book. You can also
double-click attachments to open them. Right-clicking an item opens its shortcut menu,
from which you can choose a variety of actions to perform on the item—for instance, you can
right-click an attachment and choose Save As to save the attachment to disk. Experiment by
right-clicking items in the Reading Pane to see which actions you can take for specific items.

Tip If a message has been flagged for follow-up, information about the follow-up (the spe
cific action, the date due, and so on) also appears in the Reading Pane header.

Note To turn the Reading Pane on or off, choose View, Reading Pane, and choose On or Off.

For detailed information on using and customizing the Reading Pane in various folders, see “Using the
Reading Pane,” page 84.




Working in and Configuring Outlook

Inbox - Microsoft Outlook 2003

Part 1: Working With Outlook

P Fle Edt Wiew o Tools Actions  Help Type a guestion for help
i ydtlew + | 15 X | ihReply (SgReply to Al - Forward | L HSendfReceive + | 2pFind o | [ Type s contacktofind v | @) g
Favorite Folders Arranged By: Date Mewest on top |l v Accert | X Dedine
[ Inbox (5) u Jim Boyce 5/7/2003 Contact Riddly about motors
Uiread st Fiwiz Toyshow Review 0 Chris Hill
L For Follow Up [3] 21 Jim Boyce &/7/2003
=] Sent Irems Fui: Toyshow Review [
all Mail Folders 2 Jim Boyee &/7/2003 ﬁ:f;;:t’;zfzuug
= €51 Mo - Chris Hil ~ Fué: Planning Meeting Notes 0 Normal
(3] Deleted Ttems (30) : System Administrator 6/6/2003
L7 Drafts [2 Undeliverable: Toy show [u]
- ZI &l N B Qld raotors have high failure rate
3 [ Inbox (5) “ Chris Ashton 6/6/2003
3 Aurora Development Meeting
g Jurk E-mai 4 Debra Core 5/23/2003
(13 Outbox
] Signature
(3 Sent Ttems .
= [, Search Folders || & 3 Boyce He5(z003
Toy show t
< Mail =1 Debra Core 4/18j2003
"] calendar
| contacts (& Brian Cox 4j17j2003
= Task Request: New Product Development
/| Tasks X
S Terry Adams 4/16/2003
| notes Expense Reports Due
=i Syed Abbas 4/16i2003 [
[3 7 4 = Friday night -
28 Ttems This Folder was last updated on 7/29/2003, )| Trying to connect... =

Figure 3-3. Double-click an item in the Reading Pane header to view detailed information
about the item.
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The AutoPreview feature also allows you to preview your messages. With message folders
such as the Inbox, AutoPreview displays the first few lines of a message below its message
header in the main folder window. This leaves you free to preview the first few lines of a
message without opening the message or even selecting it. You can use AutoPreview in con-
junction with or instead of the Reading Pane.

For additional information on configuring and using AutoPreview, see “Using AutoPreview, page 85. J

Customizing the Inbox View

Outlook offers a wealth of settings that you can use to control messaging. In addition, you
also have quite a bit of control over the appearance of the Inbox and other message folders.
For example, you can change the column headings included in the Inbox or add and remove
columns. The following sections explore specific ways to customize the Inbox (which apply
to other message folders as well).

For detailed information on configuring messaging and other options, see “Configuring Outlook Options,”
page 86.

Adding and Removing Columns By default, Outlook displays only a small subset of the
available fields for messages. You can add columns for other fields, such as CC or Sensitivity,
to show additional information. However, the Inbox behaves differently depending on the
location of the Reading Pane. When the Reading Pane is configured for the right side of the
window, the Inbox only includes two columns in most cases. The first is the Subject, which

specifies the message subject. The second is the Received date.
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Outlook also provides two column headers above these columns that you can use to change
views or change sort order. For example, the default view is Arranged By: Date. You can click
this header to choose a different property by which to group the view.

The other column reads either Newest On Top or Oldest On Top, depending on whether the
folder is sorted in ascending or descending order. You can click this column to switch
between the two.

The number of columns depends on the amount of space available in the window. The more
space available, the more columns Outlook displays. For example, continue to drag the left
edge of the Reading Pane to the right, and Outlook eventually shows additional columns
other than the Arranged By and sort order columns. You have to experiment with the size of
the Reading Pane to find a layout that suits you, because the amount of available space
depends on your system’s display resolution.

To add and remove columns, follow these steps:

Open the folder you want to modify, turn off the Reading Pane or move it to the bot-
tom, right-click the column header bar, and choose Field Chooser to display the Field
Chooser dialog box, shown in Figure 3-4.

Field Chooser

Frequently-used fields v

Auko Forwarded »~
Cateqgaries

Cc

Contacts
Conversation
Created

Do Mok Aukodrchive
Due By

Follow Up Flag
Message

Criginator Delivery Requested
Read

Figure 3-4. Add or remove columns by using the Field Chooser dialog box.

Note The Field Chooser command is not available if the Reading Pane is configured for
the right side of the window and the window is only showing the Arrange By and sort order col
umns. Field Chooser is available only if the Reading Pane is turned off or located at the bot
tom of the window, or resized to make additional room for message header columns.

Locate the name of the field you want to add, and then drag the field to the desired
location on the column header bar. Outlook displays arrows on the top and bottom of
the column header bar to indicate where the column will be inserted.

Add other fields if necessary.
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To remove a field, drag the field from the column header bar to the Field Chooser dia-

log box.
Close the Field Chooser dialog box.

You can choose other types of fields by selecting a type from the drop-down list at the top of

the Field Chooser dialog box. You can also use this dialog box to create custom fields.

Outlook also provides another method for adding and removing columns in message folders:

Choose View, Arrange By, Current View, Customize Current View, and then click
Fields to display the Show Fields dialog box (see Figure 3-5).

Show Fields 53

Maximum number of lines in Multi-ine mode: m “

Select available Fields From:

Frequently-used fields v

Available fields: Show these fields in this order:
Auto Forwarded Importance
Categories = Icon

o Flag Status
Conkacks Attachment
Conversation Fram
Created Subject

Da Mot Autodrchive feafedy Received
Due By Size:

Follow Up Flag Ta

Message

Qriginator Delivery Requested
Read

Sensitivity

Sent

[ Ok ][ Cancel ]

Figure 3-5. You can also use the Show Fields dialog box to add or remove
columns.

To add a column, select the field from the Available Fields list and click Add.

To remove a column from the folder view, select the field from the Show These Fields
In This Order list and click Remove.

Click OK to have your changes take effect.

Changing Column Order In a message folder, Outlook defaults to displaying columnsin a
specific order, but you can easily change the order. The simplest way is to drag a column
header to the desired location. You also can right-click the column header bar, choose Custom-
ize Current View, click Fields to display the Show Fields dialog box (shown in Figure 3-5),
and use the Move Up and Move Down buttons to change the column order.

Changing Column Names Outlook uses a default set of names for the columns it displays

in message folders. However, you can change those column names—for example, you might
want to rename the From column to Sender.

Chapter 3
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To change a column name, follow these steps:

Right-click the column header bar and choose Format Columns to display the Format
Columns dialog box, shown in Figure 3-6. If the Format Columns command is not
available because of the Reading Pane’s location and width, choose View, Arrange By,
Custom, and then click Format Columns.

Format Columns E

Available fields:

Importance Faormat: Texk 3
Attachment Label subjct

Received

Size width: (¥ Specific width: 50,60 |characters
TD () Best fit

Flag Status

alignment: & Left O Center () Right

[ Ok ][ Cancel ]

Figure 3-6. You can change several column characteristics, including column
header name.

From the Available Fields list, select the field for which you want to change the column
header.

In the Label box, type the label you want displayed in the column header for the
selected field.

Repeat steps 2 and 3 for other fields you want to change.
Click OK to apply the changes.

Note You can’t change the name of the Importance, Flag Status, or Attachment columns.
However, you can switch between using a symbol or text in the Importance and Flag Status
columns. You can change the Attachment column to display either the Paper Clip icon or the
text True/False, On/Off, or Yes/No, depending on whether the message has an attachment.

Changing Column Width  If a column isn’t wide enough to show all the information for
the field or if you need to make room for more columns, you might want to change the column
width. The easiest way to change the width of a column is to drag the edge of the column header
in the column header bar to resize it. Alternatively, you can right-click the column header
bar, choose Format Columns, and specify a column width in the Format Columns dialog box
(see Figure 3-6).

Tip Automatically size columns

Use the Best Fit option in the Format Columns dialog box to automatically size the selected
column, based on the amount of data it needs to display. Outlook examines the data for the
field in the existing messages and resizes the column accordingly.
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Changing Column Alignment By default, all the columns are left-aligned in message fold-
ers, including the Inbox. You can, however, justify the columns to display to the left, right, or
center. For example, you might want to change the format for the Size column to show only
numbers and then display it right-justified. Simply right-click the column header bar and
choose Format Columns, or choose View, Arrange By, Custom, and then click Format Col-
umns. In the Format Columns dialog box (shown earlier in Figure 3-6), select the column to
change and select Left, Center, or Right, depending on the type of justification you want.

Changing Column Data Format Each default column in a message folder displays its data
using a particular format. For example, the From column shows only the sender, not the
recipient. Although in most cases the specified recipient is you, that isn’t the case when the
message you've received is a carbon copy. You might, then, want to change the data format of
the From column to also display the person specified in the To field of the message. Other
columns also offer different formats. For example, you can change the data format used by
time and date fields such as Received or Sent to show only the date rather than date and time.

To change the data format used for a particular column, right-click the column header bar
and choose Format Columns, or choose View, Arrange By, Custom, and then click Format
Columns. In the Format Columns dialog box (shown in Figure 3-6), select the column for
which you want to change the format and then select the format from the Format drop-down
list. The available formats vary according to the field selected.

Grouping Messages Outlook offers many ways to organize and display your data. A good
example of this flexibility is the option of grouping messages based on a hierarchy of criteria.
For example, you might want to group messages in your Inbox first by subject, and then by
sender, and then by date received, as shown in Figure 3-7.
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Figure 3-7. These messages are organized by three fields.
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To organize your messages based on a particular column, you can simply right-click the col-
umn and choose Group By This Field. If the folder is showing the Arranged By column, click
this column and choose the field by which you want to group the messages.

For more complex groupings, follow these steps:
Right-click the column header bar and choose Group By Box to display the Group By
box above the column header bar.

To set up a grouping, drag a column header from the column header bar to the Group
By box.

To set up an additional level of grouping, drag another column header to the Group
By box. Repeat this process until you have as many levels of grouping as you need.

To hide or show the Group By box, right-click the column header bar and choose Group By
Box again. To expand or collapse your view of a group of messages, click the plus sign (+) or
minus sign (—) icons next to the group or message.

For a detailed explanation of grouping and sorting, along with several other topics that will help you
organize your data, see “Grouping Messages by Customizing the Folder View” page 223.
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Calendar

In the Calendar folder, you can look at your schedule in several different ways. By default, the
Calendar view shows the current day’s schedule as well as the Date Navigator (a monthly cal-
endar) in the upper-left corner of the Navigation Pane. You can also turn on the TaskPad,
which displays tasks that overlap or fall on the current day (see Figure 3-8). You can configure
the TaskPad to show other tasks, as well.

. Calendar - Microsofl Oullook 2003
PEle E Wew o Imds getions  Help E

i Mtvew = |4 3% | il gl Today | [ Toex] B workweek [Fweek Sfjmonth | Zornd | (0 L - B
| My Calendars Tussscdary, August 05 ~
st v S B
- o |
Open & Shared Calendar.. 8
Share My Calendar. . gm
o
10
110 [teetvih das | |
(51 1 Devekop new
1z e o i3, 3 M Proskact
& [0 Upgrade Ram
1% VS, 1 Corkact Ruddly
A O Calbsd
T om [Cord wreerce Call | [ e Prochats .
|id 2 T e Marksting .
|__jul=mhr 3“1 2 [0 Aewderson Cont,
|3_|rmnn- 4m
| | Tasks 5o
| | motes -
<]
g =
| (A A 2 = v
5 R This Fokder e, gl

Figure 3-8. The default Calendar view shows your schedule and Date Navigator, but you can
also view tasks as shown here.
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Your schedule shows the subject for each scheduled item—a brief description of a meeting or
an appointment, for example—beside its time slot, blocking out the time assigned to the
item. Items that overlap in the schedule are displayed side by side, as shown in Figure 3-9.
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Figure 3-9. Overlapping items appear side by side in your schedule.

Working with the Schedule

The calendar view by default shows only the subject for each item scheduled in the period
displayed. You can open the item to modify it or view details about it by double-clicking the
item, which opens its form, shown in Figure 3-10.

F Meet with Jan - Appointment E] E]
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Starttime; | Tue 8/5/2003 v| [zooPm ] el day event

End time: Tue B/5/2003 v [asm

Reminder: | 15 minutes v Show time as: | Bl Busy v

Discuss new product launch and get status of brochure

erve]

Figure 3-10. A sample appointment form showing details for a selected appointment.
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You can add an item to your schedule using one of these methods:

Double-click the time slot of the start time you want to assign to the item.

Right-click a time slot and choose the type of item to create (an appointment, a meet-
ing, or an event).

Select a time slot and then choose File, New to select the item type.

Click the down arrow beside New on the Standard toolbar and select the item type.

The first method opens an appointment form. The form opened by the other three methods
depends on the type of item you select.

It is also easy to change the start or end time for an item in the schedule. To move an item to
a different time without changing its duration, simply drag the item to the new time slot. To
change start or end time only, place the pointer over the top or bottom edge of the item and
drag it to the desired time.

Using the Calendar’s Reading Pane

Like the Inbox and other message views, the Calendar view has a Reading Pane that lets you
preview appointments and other items in your schedule without opening them. Just click the
item to have it appear in the Reading Pane (see Figure 3-11). To turn the Reading Pane on or
off, choose View, Reading Pane, then choose either On or Off. You can also locate the Read-
ing Pane at the bottom or right side of the window. To display more or less information in the
pane, drag the edge of the Reading Pane to resize it. You can also make other changes to the
displayed item—such as subject and times—through the Reading Pane.

Calendar - Microsoft Outlook 2003
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Figure 3-11. Use the Reading Pane in the Calendar view to preview scheduled items.
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Using the TaskPad

The TaskPad displays a list of your tasks. You can turn the TaskPad on or off for any Calendar
view. By default, the TaskPad shows the tasks for the current day. However, you can change
the types of tasks displayed by choosing View, TaskPad View and then selecting the types of
tasks you want Outlook to show, such as overdue tasks, tasks for the following week, or all
tasks. You can mark a task as completed by selecting the check box beside the task name. As
you can in the Inbox and other views, you can change the format of the columns displayed in
the TaskPad: right-click the TaskPad column header bar and choose Format Columns.

For more information about the TaskPad and the features Outlook provides for working with and
assigning tasks, see Chapter 21, “Managing Your Tasks.”

Using the Date Navigator

The monthly calendars in the upper right area of the TaskPad are collectively called the Date
Navigator. When the TaskPad is hidden, the Date Navigator appears at the top of the Naviga-
tion Pane.

The Date Navigator is useful not only as a calendar but also as a way to provide a fast glance
at how heavily scheduled your time is. Days with a scheduled item appear in bold, and those
without scheduled items appear in a normal font. You can view a particular day by clicking it.
Click the arrow at the left or right of the Date Navigator to change which months are dis-
played. You can also click and hold on the column header bar above either month to choose
from a shortcut menu which month to view.

Chapter 3

Tip Specify the Date Navigator’s font

You can configure the Date Navigator to display all dates in normal text rather than using
bold for days that contain items. Choose View, Arrange By, Current View, Customize Current
View and then click Other Settings. Clear the Bolded Dates In Date Navigator Represent
Days Containing Items check box and then click OK.

You can change the number of months displayed by the Date Navigator by resizing the dis-
play, resizing the Calendar folder’s window, or changing the font used by the Date Navigator.
Assign a smaller font to show more months. (For details on how to change the Date Naviga-
tor’s font, see “Setting Advanced Options,” page 95.)

Customizing the Calendar View

Although the default Calendar view shows only the subject for a scheduled item, you can
configure the view to show additional detail—or you can change the view completely. For
example, you can switch from a daily view to one that shows the work week, the calendar
week, or the month. You can see an example of Work Week view in Figure 3-12, Week view in
Figure 3-13, and Month view in Figure 3-14. To select a particular view, choose View and
then choose Day, Work Week, Week, or Month, according to the type of view you want.
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Tip Click the Day, Work Week, Week, or Month button on the toolbar to quickly choose a
Calendar view.

Calendar - Microsoft Outlook 2003
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Figure 3-12. Use Work Week view to organize your work schedule.
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Figure 3-13. Week view can help you plan your entire week, both personal and work time.
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Figure 3-14. Use Month view to plan a broader range of time.
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You have additional options for viewing your schedule in the Calendar folder. Choose View,
Arrange By, Current View and then one of the following to change the view:

Day/Week/Month  Shows the item title only in each view (Day, Work Week, Week, or
Month).

Day/Week/Month With AutoPreview Includes AutoPreview in Day and Work Week
views. With AutoPreview, Outlook displays as much of the data for the item as possible
in the current view.

Active Appointments Shows only active appointments.
Events Shows only events.

Annual Events Shows only annual events.

Recurring Appointments Displays recurring appointments.

By Category Displays scheduled items grouped according to their assigned categories.

Note For additional information on customizing the way Outlook displays information in
the various calendar views, see Chapter 19, “Scheduling Appointments.”
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Contacts

The Contacts folder stores all your contact information. By default, the Contacts folder dis-
plays the Address Cards view (see Figure 3-15), which shows the name for each contact along
with other selected fields (address and phone number, for example). You can view the details
for a contact by double-clicking the contact’s address card, which opens the contact form,
shown in Figure 3-16. Using this form, you can view or make changes to the contact’s data or
perform other tasks, such as calling the contact, generating a meeting request, or viewing a
map of the contact’s address. If you have a large number of contact entries stored in the Con-
tacts folder, you can click the buttons at the right edge of the view to select which portion of
the contacts list to show.
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Figure 3-15. By default, the Contacts folder displays Address Cards view.

For a detailed discussion of working with contacts, including the actions you can take with the contact
form, see Chapter 14, “Managing Your Contacts.”
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Figure 3-16. When you double-click a contact entry, you can view the contact form for that
person.

Outlook offers several other ways to view the contents of your Contacts folder. Choose View,
Arrange By, Current View and then one of the following commands to change the view:

Chapter 3

Address Cards Displays the name of each contact along with other selected data.

Detailed Address Cards Shows additional detailed information for each contact,
including the person’s title, the company the person works for, personal notes, and
more.

Phone List Displays the contacts as a phone list.

By Category Groups contacts by their assigned categories.

By Company Groups contacts by the company with which they’re affiliated.

By Location  Groups contacts by country or region.

By Follow-Up Flag  Groups contacts by the status of follow-up flags on their entries.
Adding contact entries to your Contacts folder is easy: Just right-click in the Contacts view

and choose New Contact, or click New on the toolbar. Either action opens the contact form,
in which you enter the contact’s data.

Customizing the Contacts View

Like other views in other folders, the view in the Contacts folder can be customized to suit
your needs and preferences. For example, you can adjust the view to display additional fields
of information or to remove fields you don’t need. You can sort the view based on specific
contact criteria or group like items together based on multiple criteria. For details about cus-
tomizing the Contacts folder view, see Chapter 14, “Managing Your Contacts.”
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The Tasks folder contains your task list. The default Tasks view (see Figure 3-17) lists each
task in a simple list with subject, due date, and status. Double-click an existing task to open
the task form, which displays detailed information about the task, including due date, start
date, status, notes, and so on (see Figure 3-18). To add a new task to the list, double-click a
blank list entry to open a new task form, where you can enter all the details about the task.
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Figure 3-17. By default, the Tasks folder displays this view.

Untitled - Task
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Figure 3-18. Use a task form to create a new task.

The task list shows tasks you've assigned to others as well as those tasks assigned to you (by
yourself or by others). These assignments can be one-time or recurring, and the list shows
both in-progress and completed tasks.
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Like other Outlook views, the Tasks view provides a Reading Pane you can use to view details
for a task without opening the task item. To turn on the Reading Pane, choose View, Reading
Pane, then the location (either Right or Bottom). AutoPreview is also available in the Tasks
folder; it displays notes about the task below the task name (see Figure 3-19).
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Figure 3-19. AutoPreview displays additional information about a task below the task name
in the list.

Customizing the Tasks View

You can customize the view in the Tasks folder in a variety of ways—adding and removing
columns, changing column names, or organizing tasks by category or other properties, to list
a few. To customize the columns, right-click the column header bar and choose Format Col-
umns. The resulting dialog box allows you to select the format for each column, change the
name, apply justification, and so on. To change the order of columns in the view, simply drag
the column headers into the desired positions, resizing as needed.

You can also organize your task list in various ways. You can click column headers to sort the
columns in ascending or descending order, and you can group the columns based on a par-
ticular field or group of fields, just as you can in the Inbox and other Outlook folders.

You can also choose View, Arrange By, Current View and then one of the following com-
mands to change the Tasks Folder view:

Simple List Shows whether the task has been completed, the task name, and the due
date.

Detailed List Shows status, percent complete, and categories in addition to the infor-
mation displayed in Simple List view.

Chapter 3
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Active Tasks  Displays tasks that are active.

Next Seven Days Displays tasks for the next seven days.

Overdue Tasks Displays incomplete tasks with due dates that have passed.

By Category Organizes the task list by the categories assigned to tasks.

Assignment Shows the tasks assigned to specific people.

By Person Responsible Groups the view according to the person responsible for the
various tasks.

Completed Tasks Shows only completed tasks.

Task Timeline Displays a timeline of all tasks.

Note For more information on customizing the view in the Tasks folder, see “Viewing and
Customizing the Tasks Folder,” page 597.

Notes

With its Notes feature, Outlook helps you organize your thoughts and tasks. Each note can
function as a stand-alone window, allowing you to view notes on your desktop outside Out-
look. The Notes view provides a look into your Notes folder, where your notes are initially
stored. From there, you can copy or move them to other locations (such as the desktop) or
create shortcuts to them. By default, the initial Notes view displays the notes as icons, with
the first line of the note serving as the title under the note’s icon (see Figure 3-20).
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Figure 3-20. The standard Notes view displays notes as icons.
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As it does for other folders, Outlook offers several other ways to view the Notes folder.
Choose View, Arrange By, Current View, and then one of the following:

Icons Displays an icon for each note, with the first line of the note serving as the
icon’s description (the default view).

Notes List Displays the notes as a line-by-line list.

Last Seven Days Resembles Notes List view, but restricts the display to only the past
seven days, based on the current date.

By Category Groups the notes by their assigned categories.

By Color Groups the notes by their assigned color.

Tip You can assign different colors to notes to serve as visual cues for the note’s pur
pose, importance, or content.

You can use a Reading Pane in the Notes folder, displaying the text of a note when you click
it in the list. You can also use AutoPreview in Notes List and Last Seven Days views to auto-
matically display the contents of each note.

You can customize the views in the Notes folder the same way you can in other folders. You
can, for example, drag columns to rearrange them, resize them, change column name and
other properties, add other fields, and group notes based on various criteria.

Chapter 3

For a detailed explanation of how to work with the Notes folder, see Chapter 17, “Making Notes.” ]

Deleted Items

The Deleted Items folder contains Outlook items that you've deleted, and it can include all

the Outlook item types (such as messages, contacts, and appointments). The Deleted Items
folder offers a way for you to recover items you've deleted, because the items remain in the

folder until you manually delete them from that location or allow Outlook to clean out the
folder. When you delete an item from the Deleted Items folder, that item is deleted perma-

nently.

You can configure Outlook to automatically delete all items from the Deleted Items folder
when you exit Outlook. To do so, choose Tools, Options and then click Other. Select the
Empty The Deleted Items Folder Upon Exiting check box and click OK.
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Choosing the Startup View

You might want to change the default Outlook view based on your type of work and the Out-
look folders you use most. Or, you might want to use a particular view as the initial view
because it presents the information you need right away each morning to start your work day.

You can designate any of the Outlook folders as your startup view. To do so, follow these
steps:

In Outlook, choose Tools, Options.

Click the Other tab and then click Advanced Options.

Beside the Startup In This Folder text box, click Browse and select the folder you want
to see by default when Outlook starts. Click the Mailbox or Personal Folders branch to
choose Outlook Today as the default view.

Click OK, and then click OK again to close the Options dialog box.

Using Other Outlook Features

In addition to the various folders and views described in this chapter, Outlook incorporates
several other standard components in its interface. The following sections explain these fea-
tures and how to use them effectively.

Note This book assumes that you're familiar with your operating system and comfortable
using menus. Therefore, neither the Outlook menu bar nor its individual menus are dis
cussed in this chapter. Specific menus and commands are covered where applicable.

Outlook uses personalized menus, displaying only those menu items you’ve used most
recently. You can click the double arrow at the bottom of a menu to see all of its commands.
Although personalized menus unclutter the interface, they can be annoying if you prefer to
see all available commands or are searching for a specific command that isn’t displayed. To
display all menu commands on a specific menu, right-click the menu or a toolbar and choose
Customize. On the Options tab, select Always Show Full Menus.

Using the Navigation Pane

The Navigation Pane, called the Outlook Bar in previous versions of Outlook, appears at the
left edge of the Outlook window and contains shortcuts to the standard Outlook folders as
well as shortcuts to folders you've created and other important data folders (see Figure 3-21).
For example, the Shortcuts group includes shortcuts to the Outlook Today view and Outlook
Update Web site. Just click an icon in the Navigation Pane to open that folder or item. The
Navigation Pane therefore gives you quick access not only to Outlook folders but also to all
your data.
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Figure 3-21. The Navigation Pane provides quick access to all Outlook data and other fre
quently used resources and folders.

For a detailed discussion of the Navigation Pane, including how to create your own groups and
shortcuts, see “Customizing the Navigation Pane, page 657.

ONTHE For information about obtaining updates and finding troubleshooting resources for both Outlook and
CD Microsoft Office, see Article 5, “Update and Troubleshooting Resources” on the companion CD.

Note You can create new shortcuts in any of the existing Shortcuts groups in the Naviga
tion Pane, and you can also create your own groups.

Depending on your monitor’s resolution and the number of shortcuts in each group, you
might not be able to see all the icons in a group. If that’s the case, you can use the scroll bar on
the right edge of the Navigation Pane to scroll through the icons in the selected group.

Using Objects on the Navigation Pane

Most of the time, you’ll probably just click an icon in the Navigation Pane to open its associ-
ated folder. However, you can also right-click an icon and use the resulting shortcut menu to
perform various tasks with the selected object. For example, you might right-click the Calen-
dar icon and choose Open In New Window to open a second window showing the calendar’s
contents. To view a different group, simply click the group’s button in the Navigation Pane.
The contents of the upper portion of the Navigation Pane change according to the folder you
select. For example, the Navigation Pane shows the folder list if you click the Mail icon.
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Controlling the Navigation Pane’s Appearance

Outlook shows a selection of icons for standard folders in the Navigation Pane. If you don’t
use certain folders very often, however, you might prefer to remove them from the Naviga-

tion Pane to make room for other icons. For example, if you never use the Journal or Notes
folders, you can remove those icons from the Navigation Pane and use the folder list to access
those folders when needed.

To change the icons displayed in the Navigation Pane, click Configure Buttons at the bottom
right of the Navigation Pane and then choose Add Or Remove Buttons to open the shortcut
menu shown in Figure 3-22. Click a folder in the list to either add or remove it from the Nav-
igation Pane. Those that are highlighted in the list appear in the pane.
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Figure 3-22. You can add or remove standard icons from the Navigation Pane.

If you need to add or remove more than one folder, click Configure Buttons and then choose
Navigation Pane Options to open the Navigation Pane Options dialog box. Select each folder
you want included in the Navigation Pane and then click OK.

Tip Use the Move Up and Move Down buttons in the Navigation Pane Options dialog box

to control the order of buttons in the Navigation Pane.

If you seldom use the Navigation Pane, you can turn it off to make room on the screen for the
folder list or other data. Simply choose View, Navigation Pane to turn the display off or on.
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Using the Standard Outlook Toolbars

Outlook provides a Standard toolbar for the current folder that offers quick access to the
tasks and functions you perform most frequently in that folder. Thus, the contents of the
Standard toolbar change depending on the folder you have open. Certain items that appear
on the toolbar for all folders work in specific ways in the context of the selected folder. For
example, when you're working in the Inbox folder, clicking the New toolbar button starts a
new e-mail message. With the Contacts folder open, clicking New opens a new contact form.
You don’t have to accept the default contextual action for these types of toolbar buttons;
however, you can click the small down arrow next to a button to choose a specific command
instead (see Figure 3-23). To display the Standard toolbar in a folder, choose View, Toolbars,
Standard. Use the same process to turn off the toolbar display.
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Figure 3-23. Click the down arrow beside a toolbar button to view additional command
options.

Note Outlook 2003 and other Microsoft Office 2003 applications refer to both menus
and toolbars as command bars. However, Outlook still refers to the individual bars as tool-
bars. This book uses the two terms synonymously.

Tip If you're not sure what function a toolbar button performs, rest the pointer over the
button to have Outlook display a ScreenTip explaining the button’s purpose.

If your display isn’t wide enough to accommodate the entire toolbar, Outlook displays a dou-
ble right arrow icon on the right edge of the toolbar. Click this icon to view the remaining
toolbar buttons and add or remove buttons from the toolbar.
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For more information on customizing the Standard toolbar and other toolbars, see “Customizing
Command Bars,” page 663.

The Advanced toolbar, shown in Figure 3-24, provides additional commands and also works
in the context of the current folder. In addition to navigation buttons, the Advanced toolbar
contains buttons for opening and closing the Reading Pane and the folders list, printing, set-
ting up rules, selecting the current view, and more. Turn the Advanced toolbar on or off by
choosing View, Toolbars, Advanced.
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Figure 3-24. The Advanced toolbar lets you change views quickKily.

The Web toolbar functions much as the navigation toolbar does in Microsoft Internet
Explorer. It includes Web navigation buttons, a URL address box, buttons for stopping and
refreshing the current page, and so on. Choose View, Toolbars, Web to show or hide the Web
toolbar.

You can also turn on the Task pane, shown in Figure 3-25, by choosing View, Toolbars, Task
Pane. The Task pane actually serves three purposes in Outlook. You can perform a search,
view Help content, or perform research using several sources. With the Task pane displayed,
click the down arrow at the top of the pane to choose Search Results, Help, or Research to
perform a particular task. Click the Close button to close the Task pane, or choose View,
Toolbars, Task Pane to turn it off.

Tip If you can’t find Task Pane in the Toolbars menu, choose Help, Microsoft Office Out-
look Help to turn on the Task pane.
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Figure 3-25. Use the Task pane to search, view Help content, or access research sources.

Chapter 3

Using Multiple Outlook Windows

Although Outlook opens in a single window, it supports the use of multiple windows, which
can be extremely useful. For example, you might want to keep your Inbox open while you
browse through your schedule. Or perhaps you want to copy items from one folder to
another by dragging them. Whatever the case, it’s easy to use multiple windows in Outlook.

When you right-click a folder in the Navigation Pane, the shortcut menu for that folder con-
tains the Open In New Window command. Choose this command to open the selected folder
in a new window, keeping the existing folder open in the current window. You also can open
a folder from the folder list (discussed next) in a new window. Simply right-click a folder and
choose Open In New Window to open that folder in a new window.

Using the Folder List

When you need to switch between folders, you'll probably use the Navigation Pane most of
the time. But the Navigation Pane doesn’t include shortcuts to all your folders by default, and
adding those shortcuts can clutter the pane, especially if you have multiple data stores. For-
tunately, Outlook provides another quick way to navigate your folders: the folder list.

Click the Folder List button in the Navigation Pane to display the folder list, as shown in
Figure 3-26. In the list, click the folder you want to open. Outlook hides the folder list again
after you select the folder.
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Figure 3-26. Use the folder list to browse and select other folders.
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Using the Status Bar

The status bar appears at the bottom of the Outlook window (see Figure 3-27) and presents
information about the current folder and selected items, such as the number of items in the
folder. It can also include other status information, such as the progress of folder synchroni-
zation. If you don’t need the information in the status bar, you can turn it off to gain a little
more space for the current folder’s display. To turn the status bar on or off, choose View, Sta-
tus Bar.

28 Items This folder was last updated on 7/29/2003, _ﬂ Disconnected «

Figure 3-27. The status bar provides useful information, such as the number of items in the
selected folder.

Using the Reading Pane

In earlier sections of this chapter, you read about the Reading Pane, which allows you to pre-
view Outlook items without opening them. For example, you can preview an e-mail message
in the Reading Pane simply by clicking the message header. To turn the Reading Pane on or
off, choose View, Reading Pane, then choose Right, Bottom, or Off. You can also click the
Reading Pane button on the Advanced toolbar to turn the pane on or off.
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To some degree, the way the Reading Pane functions depends on how you configure it. For
example, you can set up the Reading Pane to mark messages as read after they’ve been pre-
viewed for a specified length of time. To configure the Reading Pane, choose Tools, Options,
click the Other tab, and click Reading Pane. Select options based on the following list:

Mark Items As Read When Viewed in the Reading Pane  Select this option to have
messages marked as read when they’ve been previewed for the time specified by the fol-
lowing option.

Wait n Seconds Before Marking Item As Read  Specify the number of seconds a mes-
sage must be displayed in the Reading Pane before it is marked as read.

Mark Item As Read When Selection Changes  Select this option to have the message
in the Reading Pane marked as read when you select another message.

Single Key Reading Using Spacebar  Selecting this option allows you to use the Space-
bar to move through your list of messages to preview them. Press Shift+Spacebar to
move up the list. You also can use the up and down arrow keys to move up and down
the message list.

The Reading Pane in Outlook 2003 offers some new functionality, which includes the

FEATURE! following:

In a message folder, you can double-click an address in the Reading Pane to view details
for the address.

The InfoBar (discussed later in this section) now appears in the Reading Pane, giving
you additional information about the selected item.

The Reading Pane header displays the message’s attachments. You can double-click an
attachment to open it or right-click the attachment and choose other tasks from the
shortcut menu (such as saving the attachment).

The Reading Pane displays Accept and Decline buttons so that you can accept or
decline a meeting request in the Reading Pane without opening the request.

Using AutoPreview

FEATURE!

AutoPreview, which is available in the Inbox, Notes, and Tasks folders, allows you to preview
Outlook items without opening the Reading Pane. For example, with AutoPreview turned on
in the Inbox folder, the first three lines of each message appear under the message header. To
turn AutoPreview on or off for the current folder, choose View, AutoPreview. The AutoPre-
view state (on or off) is saved on a folder-by-folder basis, so you can have AutoPreview
turned on for the Inbox and turned off for Notes and Tasks.

Using the InfoBar

In versions of Outlook prior to Outlook 2002, the InfoBar appeared only in message and
appointment forms, giving you additional information about the selected item. The InfoBar
in a message form, for example, displays the From, To, Cc, and other fields. In Outlook 2002
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the InfoBar also appeared in the Preview pane. In Outlook 2003, however, the InfoBar moves
to the Reading Pane, as shown in Figure 3-28.
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Figure 3-28. The InfoBar now appears in the Reading Pane as well as in message and

appointment forms.

Some of the fields in the InfoBar simply display information, but others lead to more details.
For example, you can double-click a name in the InfoBar to view the associated address and
other contact information, or you can double-click attachments to open them.

Configuring Outlook Options

Because Outlook is a complex application with a broad range of capabilities, you have a good
many options for controlling the way it looks and functions. This portion of the chapter is
designed to help you configure Outlook to perform the way you need it to.

Each of the following sections describes a tab in Outlook’s Options dialog box, providing an
overview of the features listed on that tab. Because many of the options in this dialog box are
best understood in the context of the feature they control, you'll find more detail about indi-
vidual options in chapters that focus on a particular Outlook feature (messaging or scheduling,
for example); be sure to consult the cross-references to the applicable chapters for more

information.

To open the Options dialog box described here, open Outlook and choose Tools, Options.
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Preferences

The Preferences tab of the Options dialog box, shown in Figure 3-29, lets you configure gen-
eral settings for all of Outlook’s primary functions, from e-mail to scheduling to contact

management.
Options @@
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Figure 3-29. Use the Preferences tab of the Options dialog box to configure a broad range
of general options.

Each of the option groups on the Preferences tab controls how a specific Outlook component
works. The following list helps you locate specific settings:

E-Mail You can specify how Outlook handles messages—for example, whether Out-
look keeps a copy of sent items, saves unsent messages, or includes original message
content in replies and forwards. You can also configure Outlook’s junk e-mail filter set-
tings. Chapter 7, “Sending and Receiving Messages,” provides extensive coverage of e-mail
configuration options. Chapter 8, “Filtering, Organizing, and Using Automatic Responses,”
explains how to block junk e-mail and filter and sort messages in other ways.

Calendar You can control the look of Outlook’s calendar by, for example, defining
the work week, changing the workday start and end time, changing the appearance of
the Date Navigator, or setting background color. See Chapter 19, “Scheduling Appoint-
ments,” for a discussion of options for the Calendar folder.

Tasks You can set the color for completed and overdue tasks, set up reminders for
tasks with due dates, and configure other task-related settings. Chapter 21, “Managing
Your Tasks,” covers task options in detail.

Contacts You can control the way names are displayed in the Contacts folder, check
for duplicate contact entries, configure journal options, and set other options for stor-
ing and managing your contact information. See Chapter 15, “Using Microsoft Business
Contact Manager,” for a complete explanation.

Notes You can, for example, set the color, size, and font used for notes. Chapter 17,
“Making Notes,” covers options for notes.
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Mail Setup

On the Mail Setup tab (see Figure 3-30), you'll find additional settings that control e-mail
accounts and Outlook’s messaging functions. For example, you can use the Mail Setup tab to
create or modify e-mail accounts and configure how and when Outlook sends and receives
messages.

Options @@

Freferences | Mail Setup | Mail Format | Speling | Security | Other || Delegates

E-mail Accounts

3 Setup e-mall accounts and directories.
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Send immediately when connected SendfRecsive...

Data Files
Change settings for the files Qutlook uses to store e-mail messages

(5 and documents.

Data Files...
Dial-up
\/3" Control how Outlaok cannects to your dialup accounts,

(& warn before switching an existing dial-up connection

(O Always use an existing dial-up connection

(o)
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~
]
w
Figure 3-30. Use the Mail Setup tab to configure e-mail accounts and general messaging

properties.

The following list describes the major sections of the Mail Setup tab and directs you to the
chapter in which those settings are discussed:

E-Mail Accounts These settings allow you to add, remove, or configure e-mail
accounts. See Chapter 2, “Advanced Setup Tasks,” and Chapter 6, “Using Internet
Mail,” to learn how to configure e-mail accounts.

Send/Receive  You can define groups of accounts, which Outlook then uses to deter-
mine when to process messages for specific accounts. You can configure settings separately
for each group, providing a high degree of control over when and how Outlook pro-
cesses messages. See Chapter 7, “Sending and Receiving Messages,” for information
about send/receive groups and send/receive options.

DataFiles These settings let you add, remove, and configure information stores (data
files) for Outlook, including setting up offline access. See Chapter 1, “Outlook Archi-
tecture, Setup, and Startup,” to learn how to manage data files.

Dial-Up Here you can configure a handful of settings that determine how Outlook
handles dial-up connections for sending and receiving messages. See Chapter 6, “Using
Internet Mail,” to learn about dial-up connection options.
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Mail Format

Use the Mail Format tab (see Figure 3-31) to control the way your messages look and how
you compose those messages. For example, you can use the Mail Format tab to specify either
Microsoft Word or Outlook as the default e-mail editor, to choose between plain-text and
rich-text options, and to set international formatting options.

Options @@
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[_imternet Farmat,.. | [ International Options... |

Stationery and Fants
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Figure 3-31. Use the Mail Format tab to select the default e-mail editor, mail format, and
other properties.

The following list summarizes the option groups on the Mail Format tab. For details about
the various settings in each group, consult Chapter 7, “Sending and Receiving Messages.”

Message Format  With these settings, you can choose among HTML, plain text, and
rich text for outgoing messages; specify the default e-mail editor; specify the default
e-mail viewer for rich-text messages; configure Internet and international options for
messages; and set up other messaging features.

Stationery And Fonts You can set default stationery (background) for messages,
manage stationery, and specify font settings.

NEW Signature These settings direct Outlook to add a text signature to all new messages
FEATURE and to replies and forwards. You can configure the two categories of messages sepa-

rately. (Note that these signatures are different from digital signatures, which allow you
to validate the authenticity of and encrypt messages.) New in Outlook 2003 is the abil-
ity to assign specific signatures to each e-mail account.
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Spelling

The Spelling tab (see Figure 3-32) lets you specify how spelling should be checked in Out-
look. The following sections summarize by function the settings available on this tab.

Options @@
Freferences | Mail Setup | Mail Format | SPeling | Security | Other | Delsgates

General options

As("{ [“]8lways suggest replacements For misspelied words

[ Always check spelling befors sending

[ 1anore words in URFERCASE

[[1gnore words with pumbers

[#] 1gnore griginal message text in reply or Forward

[#]Use AutaCorract when Wword isn't the s-mail editor

AutoCarrect Options...

Edt custom dictionary

[AB Add, change, or remave wards from your custom dictionary.
&

International dictionaries

ABC,  Choose which dictionary ta use when checking your speling.
Language:  |English (U.5.) v
(o)
=
9
2
8
W
w

Figure 3-32. Use the Spelling tab to set options for checking spelling.

Checking Spelling

The General Options section of the Spelling tab allows you to set general guidelines for the
spell checker. The options include the following:

Always Suggest Replacements For Misspelled Words When you select this option,
the spell checker will display suggested changes for any misspelled words it finds.

Always Check Spelling Before Sending  Select this option to have Outlook automati-
cally check spelling before you send a message. You also can check spelling manually.

Ignore Words In UPPERCASE  You can instruct the spell checker to skip words that
appear in all uppercase letters. This option is useful, for example, if your document
contains numerous acronyms and you don’t want the spell checker to waste time
checking them.

Ignore Words With Numbers When you select this option, the spell checker will not
attempt to check the spelling of words that include numbers, such as some342.

Ignore Original Message Text In Reply Or Forward Selecting this option specifies
that Outlook will check spelling only in your message text, not in the original message
text included in a reply or forward.

Use AutoCorrect When Word Isn’t The E-Mail Editor  Selecting this option allows
Outlook to use AutoCorrect in rich-text and plain-text messages to automatically cor-
rect certain common errors. See the following section for details.
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Using AutoCorrect

Outlook, like other Office applications, supports AutoCorrect, a feature that allows Outlook
to correct common spelling and typing errors and to replace characters with symbols. You
also can use AutoCorrect as a shortcut, which means you can type a small string of characters
and have those characters replaced by a longer string. For example, if you frequently type the
words Windows XP, you might set up AutoCorrect to replace your shorthand typed phrase
wxp with Windows XP. See the tip in the “Setting Advanced Options” section on page 95 for
a handy use for smart tags and AutoCorrect entries.

Clicking AutoCorrect Options on the Spelling tab displays the AutoCorrect dialog box,
shown in Figure 3-33. You can use this dialog box to add new AutoCorrect entries or change
existing entries. Click Exceptions to specify exceptions to AutoCorrect rules.

AutoCorrect: English (U.5.) E]E

AutoCarrect
Correct Two INitial CApitals
Capitalize First letter of sentences
Capitalize names of days
Correct accidental use of cAPS LOCK key
Replace text as you bype
Replace: With:
3] ~
ir) ®
(tm) ™
abbout about w

[ Ok ][ Cancel ]

Figure 3-33. Use the AutoCorrect dialog box to add and modify AutoCorrect entries.

Editing a Custom Spelling Dictionary

When Outlook is checking spelling in a document and finds a word it considers misspelled,
the program gives you the option of adding the word to a custom dictionary. This option lets
you specify the correct spelling of words not found in Outlook’s standard dictionary. For
example, you might want to add your name to the custom dictionary if Outlook doesn’t rec-
ognize its spelling. You can also add the correct spelling of special words or terms you use
often to the custom dictionary.
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Tip Use custom dictionaries throughout Office

All Office applications use the same spelling features, including the custom dictionary.
Words you add to the dictionary from other applications are available in Outlook, and vice
versa. This is also true for new dictionaries that you create: if you add another dictionary to
Outlook, that new dictionary is available in other Office applications.

Click Edit on the Spelling tab to open the custom dictionary (Custom.dic) in Notepad to
change or add entries. Enter one word per line. The custom dictionary file is stored in the
Application Data\Microsoft\Proof folder of your profile folder (which varies according to
your operating system).

You can add other dictionaries to Outlook. To add a new dictionary, follow these steps:

Open Microsoft Word and choose Tools, Spelling And Grammar.
Click Options in the Spelling And Grammar dialog box and then click Custom

Dictionaries.
In the Custom Dictionaries dialog box (see Figure 3-34), select the dictionary files you
want to add and click OK.

Dictionary lisk

Change Default

(=1

=
=

Remove

Full path: i Mapplication DataiMicrosoftProoft CUSTOM,DIC

Cancel

Lo ]

Figure 3-34. Add dictionaries using the Custom Dictionaries dialog box.

Using International Dictionaries

The International Dictionaries section on the Spelling tab allows you to specify the language
that Outlook uses when checking spelling. Simply select the appropriate language from the
drop-down list and click OK.
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Security

The Security tab (see Figure 3-35) lets you configure a range of options that help you secure
your messages, validate your identity to others, and protect your system against viruses and
worms.

Options @@

Freferences || Mail Setup | Mail Format | Speling | Security | Other || Delegates

Encrypted e-mall
9 [CIEncrvnt contents and attachments For oubgoing messanes
L’j [[] add digital signature to outgoing messages

[#] send clear text signed message when sending signed messages
[IRequest SMIME receipt For all SIMIME signsd messages

Security 2ones allow you ko customize whether scripts and active
content can be run in HTML messages.

Zone: | Restricted sites v Zone Settings. .

Download Pictures

Security Zones

[ Change Automatic Dawnload Settings... |

Digital IDs (Certificates)
Q‘I Digital IDs o Certificates are documents that allow you ko prove your
L

identity in electronic transactions. -
[ publih to GaL.. | [ mportiExport... | [ Get aDigial ID... -
i

o

©

Ee=

5

Figure 3-35. Use the Security tab to configure digital signatures and other security properties.

The Security tab includes the following groups of options.

For details about the specific options on the Security tab, see Chapter 10, “Securing Your System,
Messages, and Identity.

Encrypted E-mail You can choose to encrypt outgoing messages, add digital signa-
tures to outgoing messages, and configure other options for digital signatures and
encryption.

Security Zones These options help you define security zones, which determine how
Outlook handles HTML messages.

Download Pictures Click Settings in this group to set options that control how Out-
look handles external content in HTML messages. See Chapter 8, “Filtering, Organiz-
ing, and Using Automatic Responses,” to learn more about rules and filters to block
junk mail.

Digital IDs (Certificates) The settings accessed through this area help you manage
digital certificates and signatures, which allow you to share encrypted messages and
validate your identity to message recipients.
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Other

The Other tab (see Figure 3-36) provides a selection of settings that apply to various aspects
of Outlook. The following sections explain how to configure specific features and behavior
using this tab.

Options @@

Freferences || Mail Setup | Mail Format | Speling | Security | Other | Delegates

General

T [JEmpty the Deleted Items foider upon exiting
]
=]

Make Qutlook the default program for E-mai, Cantacts, and
Ca\er\dar.

[ Mavigation Pane options... | [Advanced optians...

Autodrchive
Manages mailbox size by deleting old items or maving them to an

i.j] archive file and by deleting expired items.
Autosrchive. ..

Rearding Pane
_|  Customize options for the Reading Pane.

Reading Fane...

Person Names
ﬂ [“]Enable the Person Mames Smart Tag
P,

- [#] isplay Messenger Status n the From field
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Figure 3-36. The Other tab gives you access to properties for several features.

Defining the Default Program for E-Mail, Contacts, and Calendar

One setting on the Other tab lets you specify that Outlook is the default application for cre-
ating and viewing e-mail, contacts, and calendar items. Select the Make Outlook The Default
Program For E-Mail, Contacts, And Calendar check box if you want Outlook to open when
you open e-mail messages, contact entries, or calendar data from other sources.

Processing Deleted Items

You can use the Other tab to determine how Outlook processes deleted items. The first of the
following two options is located on the Other tab; click Advanced Options to access the second.

Empty The Deleted Items Folder Upon Exiting Select this check box to have Out-
look automatically delete all items from the Deleted Items folder when you exit the
program. This action permanently deletes the items.

Warn Before Permanently Deleting Items Click Advanced Options and select this
option if you want Outlook to warn you before it permanently deletes items from the
Deleted Items folder.

Setting Up AutoArchive

The options accessed by clicking AutoArchive on the Other tab let you control how Outlook
archives data, processes deleted and expired items, and implements other backup properties,
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such as the retention policy. See Chapter 30, “Managing Folders, Data, and Archiving,” for
more information on backup and archival options and procedures for Outlook.

Customizing the Reading Pane

Clicking Reading Pane on the Other tab provides access to options that determine the way
the Reading Pane functions. These options are explained in detail earlier in this chapter; see
“Using the Reading Pane,” page 84.

Setting Up Person Names

Use the Person Names area on the Other tab to enable and configure MSN Messenger and use
instant messaging (sending or receiving pop-up messages in communication with other
users). See “Using Instant Messaging,” page 208, for more information on instant messaging.

Delegates

The Delegates tab of the Options dialog box lets you specify other persons who have delegate
access to your folders and can send items on your behalf (meeting requests, for example). See
Chapter 29, “Delegating Responsibilities to an Assistant,” for detailed information on using
delegation and specifying delegates.

Chapter 3

Setting Advanced Options

The Other tab of the Options dialog box lets you access a set of special advanced options for
configuring Outlook. Click Advanced Options on the Other tab to display the Advanced

Options dialog box, shown in Figure 3-37. You can use the options in this dialog box to con-
figure various aspects of Outlook’s behavior and appearance, as described in the following list:

Advanced Options g]

General settings

Startup in this Folder: | Inbox

wiarn before permanently deleting items

wWhen selacting tesxt, automatically select entivs word
[ provide feedback with sound

Show Pasts Options buttons

Use Unicode Message Format when saving messages
["]Enable mail lngging (troubleshaoting)

[ allow script in shared folders

Allows script in Public Folders

Appearance options
ke Navigator o
wihen viewing Motes, show time and date
Task working hours per day: |8

Task working hours per week: |40

[ Reminder options... | [_add 10 Manager... |
[ customForms... | [ comaddans.. |

Figure 3-37. The Advanced Options dialog box controls several advanced features.
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Startup In This Folder This option lets you specify which folder Outlook opens by
default when you start the program. Click Browse to select the folder.

Warn Before Permanently Deleting Items Enable this option to have Outlook dis-
play a warning before it permanently deletes items.

When Selecting Text, Automatically Select Entire Word  Select this option to have
Outlook automatically select the entire word and the following space when you high-
light any portion of a word. This behavior simplifies selecting words and blocks of text.
This option is unavailable if you have configured Word as your default e-mail editor.

Provide Feedback With Sound You can direct Outlook to play a sound when you
perform actions such as opening a file or deleting a message.

Show Paste Options Buttons When this option is selected, Outlook displays a smart
tag when you paste data from the clipboard, allowing you to change the paste format
and other paste options. This method of changing these options is faster than using the
Edit menu.

Tip Use smart tags to get quick access to features

Smart tags are controls embedded in documents to provide quick access to commands
and features without forcing you to navigate the application’s menu. When you paste data
from the clipboard, for example, Office adds a smart tag beside the pasted data. You can
select other paste formats and fine-tune the data without repasting or using the Edit menu.
Smart tags also come in handy with AutoCorrect entries. If you type some text referenced
by an AutoCorrect entry, Office changes the text automatically but adds a smart tag beside
the modified text so you can select other changes or undo the correction. Other types of
smart tags provide similar quick access to document data and editing.

Use Unicode Message Format When Saving Messages Use Unicode character set
when saving messages to disk.

Enable Mail Logging (Troubleshooting) This option allows Outlook to log e-mail
event status to the OPMLog.log file, which is located in the Temp folder of your profile
folder (for example, \Documents And Settings\<user>\Local Settings\Temp on a sys-
tem running Microsoft Windows 2000 or Microsoft Windows XP not upgraded from
Microsoft Windows NT).

Allow Script In Shared Folders Enable this option to allow scripts to run when you
access shared folders. This option is disabled by default. Enable this option only if you
are not concerned about malicious scripts in shared folders.

Allow Script In Public Folders Enable this option to allow scripts to run when you
access public folders on an Exchange Server. This option is enabled by default. Disable
this option if you are concerned about malicious scripts in public folders.

Date Navigator Click Font to select the font used by the Date Navigator (the two-
month calendar that appears in the Calendar folder). Changing the font changes not
only the appearance of the Date Navigator but also the number of months displayed.
Make the font smaller to show more months or larger to show fewer months.
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When Viewing Notes, Show Time And Date  You can have Outlook display the time
and date a note was created or last modified at the bottom of the note.

Task Working Hours Per Day and Task Working Hours Per Week = These two options
define your work week for managing tasks. The default settings are 8 hours and 40
hours, respectively.

Note The Advanced Options dialog box includes five buttons at the bottom that let you
configure a variety of options. Some of these buttons and their options are covered in the
following sections. See the section “Using Add-Ins,” page 103 for more information on Add-
In Manager and COM Add-Ins buttons and options. See Chapter 24, “Designing and Using
Forms,” for information on configuring custom forms.

Configuring Reminder Options

The Reminder Options button in the Advanced Options dialog box opens a simple Reminder
Options dialog box that offers two options for configuring Outlook reminders:

Display the Reminder Choose this option to have Outlook display reminders in the
Reminders window when they come due.

Chapter 3

Play Reminder Sound Choose this option to have Outlook play a sound when a
reminder comes due, and choose the sound file you want Outlook to use.

Setting Service Options

Clicking Service Options in the Advanced Options dialog box displays the Service Options
dialog box shown in Figure 3-38. This dialog box provides access to three configuration areas.

Customer Feedback Options The Customer Feedback Options page allows you to enable
or disable participation in Microsoft’s Customer Experience Improvement Program. When
this option is enabled, Office applications submit information about your system and the
way you use your Office applications to Microsoft over the Web, along with information
about errors you encounter. Participation is disabled by default. Participating can provide
Microsoft with useful information that could ultimately lead to better software, but you can
leave this option disable if you don’t want your usage information shared, or if providing this
information isn’t practical because you use a dial-up Internet connection. You can also dis-
able this function in networks with widespread Office deployment to reduce network traffic
and reduce data outflow.
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Categaory: Settings:

Customer Experience Improvement Program

Cnline Conkent:

Shared Workspace “We invite you Eo join our Customer Experience Improvement Programm
to improve the quality, reliability, and performance of Microsoft
software and services.

IF you accept, we will collect anonymous information about your
hardware configuration and how you use our software and services ko
identify trends and usage patterns, We will also periodically download a
small file to your computer that enables us to collect information about
specific errors you encountered while using Microsoft software, When
available, new help information about the errors will also be
automatically downloaded.,

‘e will not collect yvour name, address, or any other personally
identifiable information, There are no surveys ko complete, no
salesperson will call, and vou can continue working without interruption,
It is simple, user-friendly, and completely anonymous, You can leave
this program at any time by clicking Help | Customer Feedback Options
to return ko this dialog,

(O ¥es, I am willing to participate anonymously in the Customer
Experience Improvement Program. (Recommended)

(&) Mo, I dor't wish to participate. b

[ Ok ][ Cancel ]

Figure 3-38. Use Customer Feedback Options to enable or disable participation in collec
tion of usage data by Microsoft.
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Configuring Online Help Content By default, Outlook displays links and content from the
Microsoft Office Web site when you open the Assistance pane (Help), as shown in Figure 3-39.
This online content can provide very up-to-date technical information on Outlook and links
to frequently asked questions and other Help topics.

Service Options @

Category: Settings:

Cusk Feedback Opti
ustomer Pescback Lptons Online Content Settings

(Online Content

!‘15 Microsoft Office Online provides thousands of templates, Help topics, and
: media clips to help complete your projects,

Show content: and links from Microsoft Office Online
Search online content when connected
[] show Template Help automatically when available
Show Microsoft Office Online Featured links

Figure 3-39. Help displays links to Web-based content on Outlook by default.
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In some cases you might want to turn off this external content, such as when you use a slow
link to the Internet, want to reduce network traffic, or use your own Help content developed
in-house. To configure online content, click Service Options in the Advanced Options dialog
box and then click Online Content to access the following options:

Show Content And Links From Microsoft Office Online Use this option to globally
enable or disable all online content.

Search Online Content When Connected Enable this option to have Outlook search
the Office Online site for Help content when your computer is connected to the Internet.
Show Template Help Automatically When Available Enable this option to have Out-
look display suggestions and tips for using a template when you open the template.
Show Microsoft Office Online Featured Links Enable this option to have Outlook
include links to information about training, assistance, user communities, and other
information in the Assistance pane.

Using Outlook on the Web

Outlook includes several features that integrate its functionality with the Internet. This sec-
tion explores these features, including a look at browsing the Web with Outlook, using
Microsoft NetMeeting and Microsoft NetShow to facilitate desktop conferencing and collab-
oration, and connecting to Exchange Server through HTTP.

Browsing the Web with Outlook

OutlooKk’s integration with Internet Explorer allows you to browse the Internet without leav-
ing Outlook. This feature is handy when you need to retrieve a file, view online documents,
or otherwise access data on the Web but don’t want to open Internet Explorer. Outlook’s
ability to browse the Web allows you to continue working in a single interface and avoid
switching between open applications.

The Web toolbar includes an Address box in which you can enter the URL for a Web-related
resource, such as a Web site or an FTP site (see Figure 3-40). To view a site in Outlook, type
the URL in the Address box and press Enter. Alternatively, you can click the drop-down but-
ton beside the Address box to select a URL that you’ve visited previously. The Stop and
Refresh buttons on the toolbar perform the same function they do in Internet Explorer.
When you want to go back to working with your Outlook folders, simply select the folder you
need from the Navigation Pane or the folder list.
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Figure 3-40. You can use Outlook to browse Web sites and other Web resources.
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Connecting to Exchange Server with HTTP

ATURE!
Outlook 2003 adds support for connecting to Exchange Server with HT TP, the standard pro-

tocol used to access Web sites. HT'TP access to Exchange Server in Outlook 2003 is not the
same as using Microsoft Outlook Web Access to view your mailbox from a Web browser.
Instead, Outlook itself can use HTTP to send and receive messages and interact with your
Exchange Server mailbox in other ways.

Using HT TP for access to an Exchange Server provides greater flexibility for remote access
with Outlook and simplifies network security configuration for Exchange Server and net-
work administrators. Remote access and the use of HTTP in Outlook is covered in Chapter 37,
“Working Offline and Remotely.”

Using NetMeeting

Microsoft NetMeeting is a desktop conferencing application included with Internet Explorer
that allows an unlimited number of people to participate in a virtual meeting across the
Internet or an intranet. With NetMeeting, participants can speak with one another, exchange
messages, view one another through video, share applications and files, and collaborate on
documents using an electronic whiteboard. Some of the available features depend on the par-
ticipants’ system configurations. For example, video conferencing requires a video camera,
and audio conferencing requires a sound card and microphone. Some features of NetMeet-
ing are useful over dial-up connections, but effective conferencing—particularly with a larger
number of participants—requires a higher speed connection, such as Digital Subscriber Line
(DSL), Integrated Services Digital Network (ISDN), or dedicated T1.

NetMeeting is not a component of Outlook. Rather, NetMeeting is a separate application
included with Internet Explorer. You can obtain NetMeeting and Internet Explorer from

Microsoft’s Web site at http://www.microsoft.com/windows/ie/default.asp.
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For a detailed discussion of NetMeeting, including installation and configuration, see “Holding an Online
Meeting,” page 571.

Using NetShow

Microsoft NetShow is a client/server desktop conferencing platform for broadcasting live and
on-demand audio, video, and multimedia presentations across the Internet or an intranet.
NetShow is a great tool to provide not only live presentations to remote participants but also
streaming multimedia across the Web.
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Alternatives to Microsoft NetShow

Microsoft’s NetShow is a complex system that is beyond the scope of this book. Chapter 20,
“Scheduling Meetings and Resources,” explains how to use NetShow from the client side
to participate in presentations. The Microsoft Internet Explorer Resource Kit, available from
Microsoft and other retailers, provides a detailed technical explanation of the NetShow plat-
form from both the client and server perspectives. It also offers detailed information
regarding NetShow deployment, presentation development, and related topics.

If you don’t need the whiteboard or document collaboration features offered by NetMeeting
but instead primarily use only video and audio chat, consider using the latest version of
Microsoft Messenger. Also check out Eyeball Chat from Eyeball Networks at http://
www.eyeball.com. Eyeball Chat provides great video performance and the application is
free, as is access to the Eyeball Chat server.

Accessing Your Mail Through a Browser

Outlook serves as a great client application for e-mail, but on occasion you might want to use
a simpler method of accessing your messages. For example, you might be out of town unex-
pectedly, without your computer, and realize that you need to read an important message.
Or, perhaps you'd like to check your office e-mail from home but don’t have your Outlook
configuration installed on your home computer. Whatever the case, Exchange Server sup-
ports access to your Exchange Server mailbox through Outlook Web Access, a server-side fea-
ture of Exchange Server.

Using Outlook Web Access to access your mailbox on Exchange Server doesn’t require exten-
sive configuration. You simply point your Web browser to the URL on the server that pro-
vides access to your mailbox. The URL varies according to how Outlook Web Access is
configured on the server, in addition to a few other considerations. For a detailed look at
using Outlook Web Access to access your Exchange Server mailbox, see Chapter 41, “Access-
ing Messages Through a Web Browser.”
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Configuring Windows Settings for Outlook

Although most of the settings you’ll need to configure for Outlook are configured through
the program itself, some settings in the underlying operating system have an impact on the
way Outlook functions and displays your data. This section offers an overview of the settings
you might consider reviewing or modifying for use with Outlook.

Display Settings

Because Outlook packs a lot of information into a relatively small amount of space, your dis-
play resolution has some impact on Outlook’s usefulness. You should configure your system
for at least an 800 x 600 desktop, preferably larger, depending on the size of your monitor.
This is particularly important if you're using multiple Outlook windows at one time.

To configure properties for the display, you use the Display icon in Windows Control Panel.
You can also right-click the desktop and choose Properties to open the Display dialog box.

Tip A handful of freeware and shareware applications are available that let you create
multiple virtual desktops to expand your available desktop space. A search of your favorite
shareware site should turn up at least one or two such utilities. An application | particularly
like for managing multiple monitors is UltraMon, from www.ultramon.com.
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Regional Settings

The regional settings on your computer determine how the operating system displays time,
dates, currency, and other localized data. Because Outlook uses these types of data exten-
sively, configuring your regional settings properly is an important step in setting up for
Outlook. This step is especially important for your calendar if you use multiple time zones.
To configure regional settings, use the Regional Settings or Regional Options icon in Control
Panel.

Time Synchronization

Much of your Outlook data is time-sensitive. For example, e-mail messages have sent and
received times, and meetings are scheduled for specific periods. If your system’s clock isn’t
accurate, some of that data won’t be accurate. You should make sure that your clock is set cor-
rectly and that the system maintains the accurate time. You can set the time either by using
the Date/Time icon in Control Panel or by double-clicking the clock in the system tray.

You also can use synchronization tools to synchronize your computer with a time server.

Such tools are available as third-party utilities for use with all Microsoft Windows platforms,
and a search of your favorite download site should turn up a few. In addition, Windows 2000
and Windows XP clients can take advantage of the Windows Time Service (W32Time) that
allows client computers to synchronize their time with domain controllers on their network.
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If you're not familiar with W32Time, check with your system administrator for help in set-
ting it up.

Tip Synchronizing time in Windows NT domains

When Windows 2000 and Windows XP clients update their time on Windows NT domains,
some compatibility issues can arise. If your Windows NT domain controllers use the
Timeserv service, you need to upgrade to the W32Time service to allow these clients to
participate. In addition, you need to make a few registry modifications on the Windows NT
domain controller functioning as the time server to allow Windows 2000 clients to synchro
nize their times. See Microsoft Knowledge Base article 258059 for more information.

Using Add-Ins

Outlook provides tremendous functionality right out of the box and could well serve all your
needs. However, if you need additional features not provided directly by Outlook, add-ins
can help to extend Outlook’s functionality. Outlook includes a handful of such add-ins, and
third-party developers can produce others.

Chapter 3

Outlook supports two types of add-ins: application-specific (standard) add-ins and COM
add-ins. Standard add-ins are the type supported by earlier versions of Outlook, which allow
a developer to add features to one Office application. Standard add-ins are not portable
between Office applications. These add-ins are integrated into Outlook through dynamic-
link libraries (DLLs).

COM add-ins use the Microsoft Component Object Model to allow shared functionality
between the various Office applications. COM add-ins were added as new features in Office
2000 and are also available in Office 2003. These add-ins are integrated into Office applica-
tions, including Outlook, through either DLLs or ActiveX controls.

You install add-ins when you install Office; the list of available add-ins depends on which
options you select during installation. To view the installed add-ins, choose Tools, Options
and click the Other tab. Click Advanced Options to open the Advanced Options dialog box.
Click Add-In Manager to view, install, and enable or disable standard Outlook add-ins and
click COM Add-Ins to view, install, and enable or disable COM add-ins and control their
load behavior.

ONTHE For more information on different add-ins available for use with Outlook, see Article 7,
CD “Outlook Add-Ins,” on the companion CD.
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Using Categories and Types

Understanding Categories. . ......... 105 Modifying Categories and Category

The Master Category List .. ......... 107 Assignments. . ........... ... ... 110
Customizing Your Personal Organizing Data with Categories . ... .. 112
Master Category List. . ............. 107 Sharing a Personal Category List. ... .. 113
Assigning Categories to New Items ... 108 Using Entry Types. . ... ............. 116

One of the primary functions of Microsoft Outlook is to help you organize your data,
whether that data is a collection of contacts, a task list, your schedule, or a month’s worth of
messages. To make this easier, you can use OutlooK’s categories, which are words or phrases
you assign to Outlook items as a means of organizing the items. For example, you might
assign the category Personal to a message from a family member, to differentiate it from your
work-related messages, and then customize the view to exclude personal items.

This chapter explains how categories work in Outlook and shows you how to manage a Mas-
ter Category List, add new categories, assign them to Outlook items, and use categories to
arrange, display, and search Outlook data. You'll also learn about entry types, which work in
concert with categories to give you even more flexibility in organizing your data.

Understanding Categories

If youve used a personal finance or checkbook program such as Microsoft Money or Intuit’s
Quicken, you're probably familiar with categories. In these programs, you can assign a cate-
gory to each check, deposit, or other transaction and then view all transactions for a specific
category, perhaps printing them on a report for tax purposes. For example, you might use
categories to keep track of business expenses and separate them by certain criteria, such as
reimbursement policy or tax deductions.

Outlook’s categories perform essentially the same function: you can place data into catego-
ries and manipulate the data based on those categories. For example, you might use categories
to assign Outlook items such as messages and tasks to a specific project. You could then
quickly locate all items related to that project. Or, you might use categories to differentiate
personal contacts from business contacts. Whatever your need for organization, categories
offer a handy and efficient way to achieve your goal.

What can you do with categories? After you assign a category to each relevant Outlook item,
you can sort, search, and organize your data according to the category. Figure 4-1, for exam-
ple, shows the Advanced Find dialog box after a search for all Outlook items assigned to the
category Toy Show. Figure 4-2 shows the Contacts folder organized by category, displaying all

105



Part 1: Working With Outlook

Microsoft Office Outlook 2003 Inside Out

contacts who are involved in the toy show. The ability to search by category makes it easy to
find all the items associated with a specific project, contract, issue, or general category.
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Figure 4-1. The Advanced Find dialog box displays the results of a search for all Toy Show
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Figure 4-2. You can group contacts by category to list all contacts involved in a particular
event or project.

Categories are useful only if you apply them consistently. After you become disciplined in
using categories and begin to assign them out of habit, you’ll wonder how you ever organized

our day without them.
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The Master Category List

Outlook maintains a Master Category List that contains the default categories created by
Setup when you install Outlook. The Master Category List is hard-coded and can’t be
changed. You can, however, modify your personal copy of the Master Category List, which is
stored in the registry key

HKEY_CURRENT_USER\Software\Microsoft\Office\11.0\Outlook\Categories

Note The Categories key does not exist until you modify your own Master Category List. When
you do, Outlook creates the registry key and stores in it your custom Master Category List.

The Master Category List serves as the basis for customizing your personal category list. The
Master Category List contains several predefined categories that are useful in many situa-
tions, but your business or organization might need special categories not included with
Outlook. You can customize the Master Category List to create your own category list with as
many additional categories as you want, as the following section explains.

Customizing Your Personal Master Category List

Before you assign categories to Outlook items, you should go through the category list and
add the categories you need. To determine which ones to add, spend some time thinking
about how you intend to use them. Although you can always add categories later, creating the
majority up front not only saves time but also helps you organize your thoughts and plan the
use of categories more effectively.

Follow these steps when you’re ready to create categories:

Chapter 4

Open the Categories dialog box by choosing Edit, Categories or right-click an item and
choose Categories from the shortcut menu.

Click Master Category List to display the Master Category List dialog box, shown in
Figure 4-3.

Master, Category List gj

Mew categaory:
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Holiday

Holiday Cards

Hot Contacts

Ideas

International
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Status b
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Figure 4-3. You can add a new category in the Master Category List dialog box. 107
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Type the new category name in the New Category box, and click Add. Repeat this step
to add other categories as needed.

Click OK when you’ve finished adding categories, and then click OK to close the Cate-
gories dialog box.

For information about creating new categories while you are assigning categories to an item, see the
following section, “Assigning Categories to New Items.

The categories you add to your personal Master Category List depend entirely on the types of
tasks you perform with Outlook, your type of business or organization, and your prefer-
ences. The following list suggests ways to categorize business-related data:

Track items by project type or project name.

Organize contacts by their type (for example, managers, assistants, technical experts,
and financial advisors).

Keep track of departmental assignments.

Track different types of documents (for example, drafts, works in progress, and final
versions).

Track contacts by sales potential (for example, 30-day or 60-day).

Organize items by priority. The following list offers suggestions for categorizing personal
data:

Organize personal contacts by type (friends, family, insurance agents, legal advisors,
and medical contacts, for starters).

Track items by area of interest.

Organize items for hobbies.

Track items related to vacation or other activities.

Assigning Categories to New Items

Assigning categories to items is easy. You can assign multiple categories to each item if
needed. For example, a particular contact might be involved in more than one project, so you
might assign a category for each project to that contact. If you have a task that must be per-
formed for multiple projects, you might assign those project categories to the task.

[ To learn how to assign categories to existing items, see “Changing Category Assignments,” page 111. ]

Follow these steps to assign categories to a new item:

Open the form to create the item. (Click New with the folder open, for example.)

Use one of the following methods to display the Categories dialog box, depending on
the type of item you're creating:

Message Click Options on the toolbar, and then click Categories.
Calendar, contact, or taskitem Click Categories at the bottom of the form.
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Note Depending on your screen resolution you might need to maximize the form to see
the Categories button.

Note You can’t assign a category initially. Instead, add the note, right-click it,
and choose Categories; or select the note and choose Edit, Categories.

In the Categories dialog box, select all the categories that pertain to the item. If you
need to add a category, just click in the Item(s) Belong To These Categories box, type
the category name, and click Add To List. This adds the category to your personal
Master Category List.

Click OK to close the dialog box and continue creating the item.

As you can see in step 3, you don’t have to open the Master Category List to create new cate-
gories. Instead, you can create a category on the fly when you're assigning categories to an
item. Outlook adds the new category to your personal Master Category List. However, a
drawback to creating categories on the fly is that you might not enter the category names
consistently. As a result, you could end up with more than one version of a given category. As
you might expect, Outlook treats category names literally, so any difference between two
names, however minor, makes those categories different. Searching for one won’t turn up
items assigned to the other. For this reason, it’s a good idea to always select categories from
the Master Category List rather than creating them on the fly.

Assigning Categories Automatically

You can easily assign categories when you create an item, but you might prefer to simplify the
process for items that will be assigned to the same category (or set of categories). For exam-
ple, if you frequently create e-mail messages that have specific category assignments, you
could bypass the steps involved in adding the categories to each new message. You can
accomplish this by using an e-mail template.

Chapter 4

For a detailed discussion of templates, see Chapter 23, “Using Templates.”

You can use templates for other Outlook items as well. Simply create the template, assign cat-
egories to it as needed, and then save it with a name that will help you easily identify the category
assignments or the function of the template. When you need to create a message with that
specific set of category assignments, you can create it from the template rather than from
scratch. Because the category assignments are stored in the template, new items created from the
template are assigned those categories. Using templates to assign categories not only saves you
the time involved in adding categories individually but also ensures that the category assign-
ments are consistent. (For example, you won’t misspell a name or forget to add a category.)
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Modifying Categories and Category Assignments

At some point, you'll want to recategorize Outlook items—that is, you'll want to add,
remove, or modify their category assignments. For example, when one project ends and
another begins, some of your contacts will move to a different project, and you’ll want to
change the categories assigned to the contact items. Perhaps you’ve added some new catego-
ries to further organize your data and want to assign them to existing items. Or, perhaps you
made a mistake when you created an item or assigned categories to it, and now you need to
make changes. Whatever the case, changing categories and category assignments is easy.

Changing Existing Categories

For one reason or another, you might need to change a category. For example, you might
have misspelled the category when you created it, or you might want to change the wording
a little. You can’t edit an existing category, but you can remove the category and re-create it
with modifications. For example, you might delete the category Foes and create a new one
named Friends to replace it (assuming that your friends are not really foes).

fe:

Inside Out

View by Category to Change Categories

You'll find that one method works well when you want to make the same change to multiple
items, such as changing the categories assigned to contacts. That method is to view the items
organized by category. For example, assume you want to view all of the contacts that have the
Foes category and add the Friends category. Choose View, Arrange By, Categories. Find the
Foes group, open one contact in the group, and add the Friends category (simply change Foes
to Friends). The item now appears under the Friends category group. Click on the category
heading for Foes and drag it to the category heading for Friends. Outlook adds the Friends cat-
egory to the contacts. You then have to remove the items in the Foes category one by one.

If you need to change a category globally rather than add one, see the section, “Changing
Category Assignments of Multiple Items at One Time,” page 112.

Before you start changing categories, however, it’s important to understand the ramifica-
tions. Changing a category doesn’t modify the category for items to which it has already
been assigned. If you remove the Foes category from your Master Category List and replace
it with Friends, any items previously assigned the Foes category still have that category
assignment—OQutlook won’t automatically change them to the new category. However,
Outlook also doesn’t delete the category assignments of items with categories that are no
longer in your Master Category List. Because the old categories remain associated with the
item, you can still search based on the old category names. Therefore, when you change a cat-
egory, you should search for all items using the old category and then change those items to
assign the new category.
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Note Think of the Master Category List as a list that simplifies the assignment of cat-
egories by allowing you to pick preset categories from the list rather than entering them
manually each time. The category text itself is associated with the item, so changes to the
Master Category List don’t affect the items to which categories have been assigned.

An earlier section, “Customizing Your Personal Master Category List” (page 107), explained
how to create new categories. Because you can’t edit a category but instead must replace it,
changing a category is much like adding a new one.

Follow these steps to replace one category with another:

In Outlook, select any item and choose Edit, Categories.

Click Master Category List to display the Master Category List dialog box.

Enter the new category in the New Category box and click Add.

Scan through the category list to find the old category, select it, and click Delete.
Click OK to close the dialog box.

Resetting the Master Category List to Its Default Version

Assume that you've made substantial changes to your personal Master Category List, modi-
fying or removing most of the original categories, and now you want to restore them.
Resetting the Master Category List to its default version copies the default Master Category
List to your personal list, causing all your custom categories to be removed. (Keep in mind
that although this removes the categories from your personal Master Category List, it doesn’t
remove them from the items to which they are assigned.) You can then re-create the custom
categories as needed in your personal Master Category List. Follow these steps to reset your
personal Master Category List to the default copy:

Chapter 4

In Outlook, choose Edit, Categories.

Click Master Category List.

Click Reset, and then click OK when prompted.
Click OK to close the Master Category List.

Changing Category Assignments
You can assign categories to an item at any time, adding and removing the ones you want.
To change the categories assigned to a specific item, follow these steps:

In Outlook, locate the item for which you want to change the category assignment.

Select the item and choose Edit, Categories; or right-click the item and choose Catego-
ries from the shortcut menu.

In the Categories dialog box, add and remove categories as needed and click OK.
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Changing Category Assignments of Multiple Items at One Time

In some cases, you'll want to change the category assignments of several items at one time.
For example, assume that you’ve replaced a misspelled category name with the correct spell-
ing. After you change the category list, any items to which you had assigned the old category
will still have the incorrect spelling. You'll probably want to search for all items with the old
category and assign the new one to them.

To do so, follow these steps:

In Outlook, choose Tools, Advanced Find.

In the Look For drop-down list, select the type of Outlook item for which you want to
search.

In the Advanced Find dialog box, click the More Choices tab.

Type the old category name in the box beside the Categories button, and click Find Now.
In the search results area, select all the items for which you want to change categories.
(Use Shift+Click or Ctrl+Click to select them.) Then click Edit, Categories.

In the Item(s) Belong To These Categories list, highlight the portion of the category you
want to change, retype it, and click OK. Outlook reassigns the categories accordingly.

Tip Change a single category

If an item is assigned multiple categories, Outlook doesn’t make changes to any categories
that don’t appear in the Item(s) Belong To These Categories list. You can change a single
category without changing others.

v 1oydeyn

Organizing Data with Categories

Now that you've created your personal Master Category List and faithfully assigned categories
to all your data in Outlook, how do you put those categories to work for you? The previous
section, which explained how to search for items with given categories, is a good example of
how you can use categories to organize and sort your data: by specifying the categories in
question in the Advanced Find dialog box, you can compile a list of items to which those cat-
egories have been assigned.

You also can sort items by category. To do so, follow these steps:

Open the folder containing the items you want to sort. If the Categories field isn’t dis-
played, right-click the column bar and choose Field Chooser.

Drag the Categories field to the column bar.

Right-click the Categories column and choose Group By This Field.

As an alternative to this method, you can use the predefined Categories view. With the folder
open, choose View, Arrange By, Categories to display a tabular view sorted by categories.
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Sharing a Personal Category List

If you work in a department, or if you share similar tasks and responsibilities with others, it’s
helpful to be able to share the same set of categories with those other users. Doing so helps to
ensure that everyone is using the same categories, an important point when you’re sharing
items or receiving items from others that have categories assigned to them. For example,
assume that your department is working on a handful of projects. Having everyone use the
same project category names helps you organize your Outlook items and ensures that
searches or sorts based on a given project display all items related to the project, including
those you’ve received from others.

Exporting Your Personal Master Category List

As mentioned earlier, Outlook stores your personal Master Category List in the registry
rather than as a file. This means you can’t simply share a file to share your categories. Instead,
you must use one of two methods to share your category list:

You can export the registry key containing the categories and have all other users
import that key into their registries.
You can use an e-mail to copy categories. For details on this method, see “An Alterna-
tive to the Registry Solution,” page 115.

The following steps outline the registry method, which copies the entire Master Category List:

Choose Start, Run. Type regedit in the Run dialog box, and then click OK.

Locate and select the key HKEY_CURRENT_USER\Software\Microsoft
\Office\11.0\Outlook\Categories (see Figure 4-4).
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Figure 4-4. Copy the Master Category List from the Registry Editor.
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Start the Registry Editor in the Run dialog box. Choose Registry, Export Registry File.

Specify a path and file name to save the file, verify that the Selected Branch option is
selected, and click Save.

At this point you have a registry file that other users can use to import the Master Category
List to their systems, as explained in the next section.

Caution It's important to exercise care when working with the registry. Incorrect changes
could cause problems ranging from minor data loss to application crashes or the inability to
boot your computer.

Importing Categories

Exporting a registry key to a file creates a text file with a REG file extension. Others can then
import the Categories key into their systems by double-clicking the registry file containing
the Categories key or by using the import function in the Registry Editor. However, the spe-
cific process for importing the categories depends on the version of Outlook used to create
the registry file and the version into which the file is being imported.

If you view the registry file in a text editor such as Notepad or WordPad, you’ll find that the
file contains the registry key where the categories should be stored. For Outlook 2003, this
key is

HKEY_CURRENT_USER\Software\Microsoft\Office\11.0\Outlook\Categories

For earlier versions of Outlook, the key is slightly different, distinguished by the value that
immediately follows the Office value. For example, Outlook 2000 uses the registry key

HKEY_CURRENT_USER\Software\Microsoft\Office\9.0\Outlook\Categories to store cate-
gory entries.

v 1oydeyn

Before you import a registry key containing categories into your own system, verify the Out-
look version you're using and the key into which the categories need to be imported. For
example, if youre importing categories from an earlier version of Outlook into Outlook
2003, you need to modify the registry file to place the information in the 11.0 key. If you’re
copying categories from Outlook 2003 into an earlier version, you need to change 11.0 to the
version being imported.

To make the change before you import, open the registry file in Notepad or WordPad. As you
can see in Figure 4-5, the registry key is specified near the beginning of the file. Change the
key name to reflect the appropriate destination key, save the file, and then import it into the
target system. You can import the key by double-clicking it, or you can open the Registry Edi-
tor as explained previously and choose Registry, Import Registry File.
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Figure 4-5. You can open a registry script in Notepad.

Caution When you import the registry file, your existing categories are lost. See the
following section for an alternative method if you want to retain your existing custom cate-
gories while also adding others from another user.

An Alternative to the Registry Solution

When you import a registry file, the existing categories in your Master Category List are
replaced, not supplemented. This means you’ll lose any custom categories you had added to
your Master Category List before the import. To get around this problem, the person who
originates the shared categories can create an e-mail message, assign all categories to the mes-
sage, and then send it to others for import into their Master Category Lists.
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To use this method of sharing categories, follow these steps:
On the source system for the categories, create a new mail message addressed to all
users who need a copy of the categories.

In the message form, click Options and assign all custom categories (or only those to
be shared) to the message.

Send the message.

On a receiving system, select the message and choose Edit, Categories; or right-click
the message and choose Categories.

In the Categories dialog box, highlight all the categories in the Item(s) Belong To
These Categories list and press Ctrl+C to copy them to the clipboard (see Figure 4-6).
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Figure 4-6. The selected categories are from a message being imported to the
local Master Category List.

Click Master Category List, click in the New Category box, and press Ctrl+V to copy
the categories to the box. Click Add to add them to the Master Category List.

Tip To make sure everyone can import the categories successfully, include instructions in
the body of the e-mail message explaining how to import the categories.

Note As shown in Figure 4-6, Outlook identifies categories for the selected e-mail mes-
sage that are not stored in the local Master Category List.
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Using Entry Types

You can assign categories to all Outlook items to provide a means of sorting and organizing
those items. The journal is no exception: each journal item can have multiple categories
assigned to it. Journal items, however, can also be classified by entry type, which defines the
purpose of the journal item. In many respects, entry types are like categories, because you can
use them to sort and search for journal items.

When you create a journal item manually, Outlook assumes that you're creating a phone call
journal entry and automatically selects Phone Call as the entry type. However, you can select
a different entry type from the Entry Type drop-down list. Figure 4-7 shows the majority of
the available entry types.
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Figure 4-7. You can select entry types only from a predefined list.

Unlike categories, which you can create on the fly, journal entry types are limited to those
types found in Outlook’s predefined list. Although the default entry types cover alot of bases,
they don’t offer much flexibility. For example, you might want to use the journal to track
your activity in an application that isn’t included on the list, or you might need to keep track
of trips to the doctor, school programs, or other events. Although you don’t have the ability
to add entry types directly when you create a journal entry, you can modify the registry to
add journal entry types.

Chapter 4

Here’s how:

Open the Registry Editor. (Choose Start, Run; type regedit; and click Open.)
Open the key HKEY_ CURRENT_USER\Software\Microsoft\Shared Tools\Out-
look\Journaling.

Right-click Journaling and choose New, Key.

Rename the key based on what the new entry type will be. For example, you might
name it Dr. Visit.

Right-click the key you just created and choose New, String Value. Rename the string
value Description.

Double-click the Description value just created, and set its value to the text you want
to appear in the Entry Types drop-down list, such as Dr. Visit.

Close the Registry Editor.

After you have edited the registry to add the new entry type, it should appear on the journal
entry form in the Entry Type drop-down list.
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An e-mail program isn’t very useful without the ability to store addresses. Microsoft Outlook,
like other e-mail-enabled applications, has this storage ability. In fact, Outlook offers multi-
ple address books that can help make sending messages easy and efficient.

This chapter explores how Outlook stores addresses and explains how Outlook interacts with
Microsoft Exchange Server (which has its own address lists) to provide addressing services.
You'll learn how to store addresses in Outlook’s Contacts folder and use them to address mes-
sages, meeting requests, appointments, and more. You'll also learn how to create distribution
lists to broadcast messages and other items to groups of users and how to hide the details of
the distribution list from recipients. The chapter concludes with a look at how you can share
your address books with others.

Although this chapter discusses the Outlook Contacts folder in the context of address lists, it doesn’t
cover this folder in detail. For a detailed discussion of using and managing the Contacts folder, see
Chapter 14, “Managing Your Contacts.”

Understanding Address Books

As you begin working with addresses in Outlook, you’ll find that you can store them in mul-
tiple locations. For example, if you're using an Exchange Server account, you have a couple of
locations from which to select addresses. Understanding where these address books reside is
an important first step in putting them to work for you. The following sections describe the
various address books in Outlook and how you can use them.
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Outlook Address Book

On all installations, including those with no e-mail accounts, Outlook creates a default Out-
look Address Book (OAB). This address book consolidates all your Outlook contacts folders.
With a new installation of Outlook, the OAB shows only one location for storing addresses:

the default Contacts folder. As you add other contacts folders, those additional folders appear
in the OAB, as shown in Figure 5-1. As you'll learn in “Removing Contacts Folders from the
OAB,” page 127, you can configure additional contacts folders so that they don’t appear in the
OAB.

E3 Address Book
File Edit ‘iew Tools

dBF =

Type Mame or Select From List: Show Mames From the:

Toy Show Contacts v

(Cutlock Address Book
Contacts

| Toy Show Contacts
Global Address List
Al Address Lists

All Contacts

All Groups

All Users

Public Folders
Personal Address Book

Figure 5-1. The OAB shows all contacts folders for your profile.

For detailed information on creating and using additional contacts folders, see “Creating Other Contacts
Folders,” page 390.

g saydeyn

The OAB functions as a virtual address book rather than as a physical one because Outlook
doesn’t store the OAB as a file separate from your data store. Rather, the OAB provides a view
into your contacts folders. When you add contact entries to the OAB, you're actually adding
them to the Outlook Contacts folder. Because of this, you have all the same options for cre-
ating contact entries in the OAB as you do in the folder—the OAB and the Contacts folder
are essentially one and the same.

Personal Address Book

You can add one Personal Address Book (PAB) to a profile and use the PAB to store addi-
tional contact information. Unlike the OAB, the PAB is a physical address book that Outlook
stores on disk separate from your data store. The PAB uses a PAB file extension, and Outlook
creates the file when you add the PAB to your profile.

To learn how to add a PAB to a profile, see “Adding a PAB, page 125. ]
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The PAB doesn’t function as a hook into your Contacts folder, so you don’t have the same
options for creating an entry in the PAB that you do in the Contacts folder. Figure 5-2 shows
the New Internet Address Properties dialog box, which Outlook provides for creating new
entries in the PAB. As you can see, you can’t save the same amount of data for a contact in the
PAB as you can in the Contacts folder.

For more information on creating contacts and their available options, see “Creating a Contact Entry,
page 387.

New Internet Address Properties @

Business | Phone MNurmbers | Motes | SMTP - General

Display name:

Gabe Mares

E-mail address:

[] Always send to this recipient in Microsoft Exchange rich besxt format

Send Options. ..

[ OF H Cancel ][ Apply ]

Figure 5-2. The form for creating a PAB entry doesn’t include the same information as a
form in the Contacts folder.

Even though the PAB doesn’t store the same amount of information as an item in the Con-
tacts folder, it’s still a useful feature. You can use the PAB to store personal addresses or other
contact information that you want to keep separate from your other Outlook data. Plus, you
can use the PAB to share addresses with other users.

Global Address List

When you use a profile that contains an Exchange Server account, you’ll find one other
address list in addition to the OAB and PAB: the Global Address List (GAL). This address list
resides on the Exchange Server and presents the list of mailboxes on the server as well as other
address items created on the server, including distribution groups and external addresses (see
Figure 5-3). You can’t create address information in the GAL, as you can in the other types of
address books, however; only the Exchange Server system administrator can do this.
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E3 Address Book g@g

File Edit ‘iew Tools
. - ]
84 B3 = | =

Type Mame or Select From List: Show Mames From the:
jGlobal Add
Marne Business Phone | Office
Mate Sun ~

Peter Saddow

Robert Zare

Fun Liu
i sales

Scotk Gode

Syed Abbas

Tai Yee

Terry Adams v
£ >

Figure 5-3. The GAL shows addresses on the Exchange Server.

Other Address Lists

In addition to the OAB, PAB, and GAL, you might see other address sources when you look
for addresses in Outlook. For example, in an organization with a large address list, the
Exchange Server system administrator might create additional address lists to filter the view
to show only a selection, such as contacts with last names starting with the letter A or con-
tacts external to the organization (see Figure 5-4). You might also see a list named All Address
Lists. This list, which comes from Exchange Server, can be modified by the Exchange Server
administrator to include additional address lists.

E3 Address Book g@g

File Edit ‘iew Tools
. - ]
84 B3 = | =

Type Mame or Select From List: Show Mames From the:
A A
Outlock Address Book
e Contacts
(o) Chris Ashton Toy Show Contacts
g Mancy Anderson Global Address List
=1 Syed Abbas ol Address Lists
Y Terry Adams A
o All Contacts
All Groups
All Users
Public Folders
Personal Address Book
< >
Figure 5-4. Additional address lists can display filtered lists of contacts.
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Configuring Address Books and Addressing Options

Outlook offers a handful of settings you can use to configure the way your address books dis-
play contacts and address information. You also can add personal address books and choose
which address book Outlook uses by default for opening and storing addresses and process-
ing messages.

Adding a PAB

You might decide to add a PAB to store addresses outside your Contacts folder. For example,
you might use the PAB to store personal addresses separately from work addresses. Follow
these steps to add a PAB to your profile:

Close Outlook, right-click the Outlook icon on the desktop, and choose Properties.
(Alternatively, you can use the Mail icon in Control Panel.)

Click E-Mail Accounts to start the E-Mail Accounts Wizard.

Select Add A New Directory Or Address Book and click Next.

Select Additional Address Books and click Next.

Select Personal Address Book and click Next.

Set properties for the new address book and click OK.

Click Close to close the Mail Setup dialog box.

Restart Outlook to use the new address book.

Setting Options for the OAB

You can set only one option for the OAB. This setting controls the order in which Outlook
displays names from the OAB—either First Name Last Name or Last Name, First Name.

Follow these steps to set this display option:

If Outlook is open, choose Tools, E-Mail Accounts to start the E-Mail Accounts
Wizard. If Outlook is not open, right-click the Outlook icon on the desktop, choose
Properties, and then click E-Mail Accounts.

Select View Or Change Existing Directories Or Address Books and click Next.

Chapter 5
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Select Outlook Address Book and click Change to display the Microsoft Outlook
Address Book dialog box, shown in Figure 5-5.

Microsoft Outlook Address Book gj

To designate a Contacts Folder as an Outlook Address Book,
go to the Properties dialog box for the Contacts folder, On
the Outlook Address Book tab, select the "Show this Folder
as an e-mail Address Book" check box.

CQutlook Address Books:

0% 5 Hill
Toy Show Contacts: Mailbax - Chris Hill

Remove Address Book

Show names by
% First Last {John Smith) ™ File As {Smith, John})

Close

Figure 5-5. Select the format for OAB entries in the Microsoft Outlook Address
Book dialog box.

In the Show Names By box, select the display format you prefer. Click Close, and then
click Finish.

Setting Options for the PAB

For the PAB, you can select a format for displaying names, change the display name for the
address book, specify a path to a different file, or include optional notes with the address
book.

Tip Specifying a different path
When you need to place the PAB on a network share to make it available when you log on
from other locations, and the file is not located in your Microsoft Windows profile folders,
you might want to specify a path other than the default for the PAB. You might also change
paths to select an existing PAB.

Follow these steps to configure the PAB:

g saydeyn

If Outlook is open, choose Tools, E-Mail Accounts to start the E-Mail Accounts
Wizard. If Outlook is not open, right-click the Outlook icon on the desktop, choose
Properties, and then click E-Mail Accounts.

Select View Or Change Existing Directories Or Address Books and click Next.

Select Personal Address Book and click Change to display the Personal Address Book
dialog box, shown in Figure 5-6.
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Personal Address Book

Personal Address Book | potes

[El -l ersonal Address Book
Path: |C:\Documents and Settings'l,Administrator'l,Loc-. Browse. ..

Show names by
() Eirst name (John Smith)
() Last name (Smith, John)

[ Ok H Canicel ]

Figure 5-6. The Personal Address Book dialog box offers several configuration
choices.

To change the name of the address book that appears in Outlook, type the name you
want to use in the Name box on the Personal Address Book tab.
In the Path box, type a path name or click Browse to specify the path to the PAB file.

Choose one of the Show Names By options to specify how you want the names dis-
played in the PAB.

Click the Notes tab. Add optional notes here to be stored with the PAB. These notes
are visible only in the Personal Address Book dialog box.

Removing Contacts Folders from the OAB

In most cases, you'll want all your contacts folders to appear in the OAB. If you have several
contacts folders, however, you might prefer to limit how many folders appear in the OAB, or
you might simply want to restrict the folders to ensure that specific addresses are used.

You can set the folder’s properties to determine whether it appears in the OAB by following
these steps:

Chapter 5

Open Outlook and open the folders list. Then right-click the contacts folder in ques-
tion and choose Properties.

Click the Outlook Address Book tab and clear the Show This Folder As An E-Mail
Address Book option to prevent the folder from appearing in the OAB.

Change the folder name, if necessary, and then click OK.
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Setting Other Addressing Options

You can configure other addressing options to determine which address book Outlook dis-
plays by default for selecting addresses, which address book is used by default for storing new
addresses, and the order in which address books are processed when Outlook checks names
for sending messages. The following sections explain these options in detail.

Selecting the Default Address Book for Lookup

To suit your needs or preferences, you can have Outlook display a different address list by
default. For example, for profiles that include Exchange Server accounts, Outlook displays
the GAL by default. If you use the GAL only infrequently and primarily use your contacts
folders for addressing, you might prefer to have Outlook show the OAB as the default address
list rather than the GAL. Or, you might want to display a filtered address list other than the
GAL on the server.

Follow these steps to specify the default address list:

In Outlook, choose Tools, Address Book or click the Address Book icon on the toolbar.
Outlook displays the Address Book dialog box (see Figure 5-7).

3 Address Book

File Edit Wiew Tools
EEEF X & 5
Type Mame or Select From List: Show Mames From the:
Global Address List v
Mame Business Phone Office
~
Administrator
Anton Kirilow
Barbara Decker
Barbara Moreland
Baris Cetinok
Brian Cox
Caron Micole
Chris Ashkon v
A »
Q
g Figure 5-7. You can specify the default address list in the Address Book dialog
3 box.
o1
Choose Tools, Options.
In the Addressing dialog box, select the default address list from the Show This
Address List First drop-down list.
Click OK.
Specifying the Default Address Book for New Entries
You can choose which address book you want to use for personal addresses. Although you can’t
store these addresses in the GAL or other server address books, you can store them in either
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your OAB or PAB. When you create a new address in the New Entry dialog box, Outlook sug-
gests storing the entry in the address book you have chosen as the default. If you want to store
a particular address in a different address book, you can do so by clicking the Put This Entry In
The option and selecting the address book from the drop-down list (see Figure 5-8).

Note The OAB is the default location for storing personal addresses because the profile
does not include a PAB unless you add one. Keep in mind, however, that you don’t actually
store addresses in the OAB itself. Rather, you store addresses in your Contacts folder,
which appears as your OAB.

Select the entry bype:

e Distribution List
Put this entry

@ Inthe |Contacts v

Figure 5-8. Use the New Entry dialog box to determine where to store addresses.

Follow these steps to specify the default location for storing new personal addresses:

Open the Address Book window and choose Tools, Options.

Select the default address location for personal addresses from the Keep Personal
Address In drop-down list.

Click OK.

Specifying How Names Are Checked

When you create a message, you can specify the recipient’s name rather than specifying the
address. Rather than typing jim@boyce.us, for example, you might type Jim Boyce and let
Outlook convert the name to an address for you. This saves you the time of opening the
address book to look for the entry if you know the name under which it’s stored.

When you click Send to process the message, Outlook checks the address books to determine
the correct address based on the name you entered. Outlook checks names from multiple
address books if they are defined in the current profile. For example, Outlook might process
the address through the GAL first, then through your OAB, and then through the PAB
(assuming that all three are in the profile). If Outlook finds a match, it replaces the name in
the message with the appropriate address. If it doesn’t find a match or finds more than one,
it displays the Check Names dialog box, shown in Figure 5-9, where you can select the correct
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address, create a new one, or open the address book to display more names and then select an
address.

Check Names EJ

Microsoft Outlook does not recognize "Kevin Kennedy",

Select the address to use:

[ Show More Mames. ., ] [ Mew Contack, ., ]

Figure 5-9. The Check Names dialog box helps you resolve address problems before you
send a message.

Why change the order in which Outlook checks your address books? If most of your
addresses are stored in an address book other than the one Outlook is currently checking
first, changing the order can speed up name checking, particularly if the address book con-
tains numerous entries.

Here’s how to change the address book order:

In Outlook, open the Address Book window and choose Tools, Options.

Click the up and down arrow buttons that appear with the When Sending Mail list to
rearrange the address book order in the list.

Click OK to close the dialog box.

Managing Contacts in the Personal Address Book

You can add entries for people and their corresponding addresses either in your contacts
folders or in the PAB. You can add the address when you’re creating a message, or you can
work directly in the address book without opening or starting a message. This section of the
chapter explains how to create address book entries in the PAB.

g saydeyn

To learn how to create contact entries in your contacts folders, see “Creating a Contact Entry, page 387.

Creating Address Book Entries

To create an entry while you're composing a message, click To, Cc, or Bec beside the corre-
sponding box in the message form to display the Select Names dialog box (see Figure 5-10).
Then click Advanced, New to display the New Entry dialog box. You can also open the New
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Entry dialog box directly from the PAB. To do this, open the address book and click the New
Entry button on the toolbar or choose File, New Entry.

Select Names @

Type Mame or Select From List: Show Mames Fram the:

Global Address List v
| Mame Business Phone | Office: Title Comp.
~

Administrator

Antaon Kiriloy

Barbara Decker

Barbara Mareland

Biaris Cetinok

EBrian Cox.

Caron Micole

Chris Ashton

Chris Cannon

Chris Gray ~

<

~

Message Recipients

kevin Kennedy

Figure 5-10. The Select Names dialog box leads you to the New Entry dialog box.

In the New Entry dialog box, select the type of address you want to create and click OK. The
resulting dialog box depends on the type of address you selected. Figure 5-11 shows the dia-
log box for an Internet address.

Note |If you don’t have the PAB set as the default location for new addresses, you won't
be able to select an address type. You can change the default address location, create the
entries, and then change the default location back if necessary.

New Internet Address Properties EJ

Business | Phone MNurmbers | Motes | SMTP - General

Display name: Hill, Annette

E-mail address:

[] Always send to this recipient in Microsoft Exchange rich bext format
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[ Ok H Cancel ]

Figure 5-11. Use the New Internet Address Properties dialog box to enter information and
set the format for a new Internet address.
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Most of the address fields in Figure 5-11, such as name and phone number, are self-explanatory.
After you enter the basic information, you can also set options for Internet address types that
define how Outlook should send the message. On the SMTP-General tab, click Send Options
to display the Send Options For This Recipient Properties dialog box shown in Figure 5-12.
Select I Want To Specify The Format For Messages To This Recipient, and then set options
from the following list:

MIME  Select this option to send the message using Multipurpose Internet Mail
Extensions (MIME). This is the default option and should work for most recipients.
Plain Text Select this option to always send the message body as plain text.

Include Both Plain Text And HTML  Select this option to send the message body as
both plain text and HTML.

HMTL Select this option to send the message body using only HTML.

Plain Text/UUEncode Select this option to send the message using plain text and
encoding for attachments rather than MIME.

BINHEX Select this option to use BINHEX for Macintosh attachments.

Send Options for this Recipient Properties gj

Internet

7

() MIME
Message Body:

(%) Plain Text
(O Include both Plain Text and HTML
OHTML

(O Plain TextfUUERcode
Attachment Farmat for Macintosh files

[ OF H Cancel ][ Apply ]

Figure 5-12. You can select sending options for Internet addresses.
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Modifying Addresses

You can modify any addresses stored in your own address books, as well as in the address
books of other users for which you have the appropriate access. You can modify an address
while working with a form or while working directly in the address book. If you're using a
message form, click To, Cc, or Bcc. Select the address you want to change and click Advanced,
Properties. If youre working in the address book instead, select the address and click Proper-
ties on the toolbar. You can also choose File, Properties or right-click the address and choose
Properties. Outlook displays the same form you used to create the contact. Make the changes
you want and click OK.

132

Part 2: Messaging




Managing Address Books and Distribution Lists

Removing Addresses

Removing a contact from the PAB is much easier than creating one. Open the address book,

select the address you want to delete, and click the Delete button on the toolbar or press the
Delete key.

Finding People in the Address Book

If your address book contains numerous addresses, as might be the case in a very large orga-
nization, it can be a chore to locate an address if you don’t use it often. Outlook provides a

search capability in the address book to overcome that problem, making it relatively easy to
locate addresses based on several criteria.

Follow these steps to locate an address in any address book:

Click the Address Book button on the toolbar to open the address book.
In the Show Names drop-down list, select the address book you want to search.

Click the Find Items button on the toolbar or choose Tools, Find to display the Find

dialog box, shown in Figure 5-13 (for Exchange Server address lists) or Figure 5-14
(for the OAB and PAB).

General

Display name:

First name: Last name: Eoyee
Title: Alias:

Company: Department:

Office:

Ciky:

[ Ok H Cancel ]

Figure 5-13. Use the Find dialog box to locate people in the address book.
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Find names containing:

Boyce

[ Ok H Cancel ]

Figure 5-14. The Find dialog box offers only a single search field for OAB and
PAB searches.




Microsoft Office Outlook 2003 Inside Out

If you're searching an address list on the Exchange Server, decide what criteria you
want to use and enter data in the fields to define the search. If you're searching an OAB
or your PAB, specify the text to search for, which must be contained in the contact’s
name.

Click OK to perform the search.

When you click OK, Outlook performs a search in the selected address book based on your
search criteria and displays the results in the Address Book window. You can revert to the full
address book list by selecting the address book from the Show Names drop-down list. Select
Search Results from the Show Names drop-down list to view the results of the last search.

Tip Using a directory service

In addition to searching your address books, you also can search a directory service for
information about contacts. A directory service is a server that answers queries about data
(typically contact information) stored on the server. For detailed information on setting up
and using directory services in Outlook, see “Configuring a Directory Service Account in
Outlook,” page 453.

Using AutoComplete for Addresses

Outlook automatically keeps track of addresses that you enter in the address fields and stores
them in an AutoComplete cache file in your profile folder. When you type an address in the
To, Cc, or Bec fields, Outlook adds the address to the cache. The cache file has the file name
profile.nk2, where profile is your Outlook profile name. The default location for the file is the
\Documents and Settings\user\Application Data\Microsoft\Outlook folder.

When you begin typing in any of these address fields, Outlook begins matching the typed
characters against the AutoComplete cache. If it finds a match, it automatically completes the
address. If there is more than one match in the cache, Outlook displays a drop-down list that
contains the names for all of the matching entries (see Figure 5-15). Use the arrow keys or
mouse to select a name from the list and then press Enter or Tab to add the address to the
field.

Note AutoComplete doesn’t check to see if a particular contact has more than one
e-mail address. Instead, it uses whatever address it finds in the cache. If Outlook has
cached one address but you prefer that it cache a different one, delete the existing cache
entry as explained in the next section. Then, address a new message to the contact using
the desired e-mail address to cache that address.

g saydeyn
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& Untitled - Message (HTML)
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Bec...

Subject:

Figure 5-15. Select a name from the AutoComplete cache list offered by Outlook.

You can turn AutoComplete on or off to suit your needs by following these steps:

Choose Tools, Options, and click E-Mail Options on the Preferences tab.
Click Advanced E-Mail Options.

Select or deselect the Suggest Names While Completing To, Cc, And Bcc Fields option
to turn AutoComplete on or off, respectively.

Tip You can move your AutoComplete cache file from one computer to another. You can

also back it up so you can restore it in the event your computer crashes. See “Backing Up
Additional Outlook Data,” page 799, for details.

Deleting a Name from the Cache

You don’t have any control over which addresses Outlook stores in the AutoComplete cache.
Outlook caches all entries, at least up to a point. The cache is limited to 1000 entries, and
Outlook stops caching when it reaches that number.

You probably won’t run up against the 1000-entry limit, but if you do, you can delete entries
from the cache to make more room. There is another more common reason to delete a name

from the cache—you either don’t use it very often or you want to use a different e-mail
address for that contact.
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It’s easy to delete a name from the cache using these steps:

Start a new e-mail message and type the first few letters of the name.

When Outlook displays the shortcut menu with the matching entries, select the one
you want to delete and press Del on the keyboard.

Repeat this process for any other cached addresses you want to delete.
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This method works fine if there is more than one entry with the same first few letters. How-
ever, you can’t delete an entry if it’s the only matching one because Outlook doesn’t display
the shortcut menu—it simply adds the address to the field. The trick in this situation is to
add another entry that does match, causing Outlook to display the shortcut menu. This
enables you to delete both entries by following these steps:

Start a new e-mail message and click in the To field.

Type another entry with the same first few letters as the one you want to delete (or a
correct entry, if the other is incorrect).

Tab to the Cc field and type the first few characters. Outlook should display the short-
cut menu, enabling you to select and delete the cached entry.

Deleting the Entire Cache

It’s possible, although not common, for the AutoComplete cache to become corrupted,
preventing if from working or causing it to offer incorrect addresses. If you experience this
problem, close Outlook and locate the .NK2 file for your profile as explained at the beginning
of this section. Rename or delete the file and restart Outlook to create a new AutoComplete
cache file (Outlook creates the file automatically).

Using Distribution Lists

If you often send messages to groups of people, adding all their addresses to a message one at
a time can be a real chore, particularly if you're sending the message to many recipients. As in
other e-mail applications, distribution lists in Outlook help simplify the process, allowing you
to send a message to a single address and have it broadcast to all recipients in the group.
Rather than addressing a message to each individual user in the sales department, for exam-
ple, you could address it to the sales distribution group. Outlook (or Exchange Server) takes
care of sending the message to all the members of the group.

You can create distribution lists in either the OAB or your PAB. You also can use distribution
lists that reside in the Exchange Server address lists, although you can’t create distribution
lists in the GAL or other Exchange Server address lists—only the Exchange Server system
administrator can create the distribution lists on the server. However, you can modify distri-
bution lists on the Exchange Server if you're designated as the owner of the list.

g saydeyn

For a discussion of server-side distribution lists and how to create them, see “Creating Distribution Lists,’
page 911.

Creating Distribution Lists

Setting up a distribution list in your PAB or OAB is a relatively simple procedure. You can
create a distribution list using addresses from multiple address books, which means, for
example, that you might include addresses from the GAL on the Exchange Server as well as
personal addresses stored in your Contacts folder and PAB. You can also include addresses of
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different types (for example, Exchange Server addresses, Internet addresses, and X.400
addresses). In general, it’s easiest to set up a distribution list if all the addresses to be included
already exist, but you can enter addresses on the fly if needed.

Follow these steps to create a distribution list:

Open the address book.
Click New Entry or choose File, New Entry.

In the drop-down list, select the address book in which you want to store the distribu-
tion list.

In the Select The Entry Type list, select Personal Distribution List or New Distribution
List (the option that is displayed varies according to address book type), and then click
OK.

If you are creating the distribution list in the PAB, Outlook displays the dialog box
shown in Figure 5-16. If you are creating the distribution list in one of your contacts
folders, you'll see a dialog box that is somewhat different, as shown in Figure 5-17.

New Personal Distribution List Properties E

Distribution List | potes

WEN TP oject Aurora

Barr, Adam
Cox, Brian
Hill, Chris
Moon, Christie

< >
[ OF H Cancel ][ Apply ]

Figure 5-16. Use the Distribution List tab to set up a PAB distribution list.
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%2 Untitled - Distribution List

i Fle Edit Wiew Insert Tools  Actions  Help

: ol S3ve and Close | 5 | B e B ) 28

Members Mokes

Mame: | Project Indigo

[Select Members... ] [ Add Mew,.. ] [ Remove

[ Mame

==| Anton Kiriloy

Baris Cetinok

Caron Micole

Chris Cannon
Carinna Bolender
Jeff Price

Krishna Sunkammurali
== Linda Mitchell

E-mail

akirilovi@tailspintoys,com
beetinok@tailspintoys. com
ncaron@tailspintoys,com
ccannon@tailspintoys. com
cholender@tailspinkoys, com
jprice@tailspintoys. com
ksunkammur ali@tailspinkoys, com
Imitchell@tailspintoys, com

Private |:|

Figure 5-17. Use the Distribution List dialog box for a distribution list in the
Contacts folder.

In the Name box, specify a name for the list. This is the distribution list name that will
appear in your address book.

For a PAB distribution list, click Add/Remove Members. For an OAB list, click Select
Members. Either action opens the Select Members dialog box (see Figure 5-18).

Select Members @

Typs Name o Select From List: Shio Names from the:

Global Address List v
| Mame Business Phone | Office: Title Comp.
Adam Barr ~
Administrator
Antaon Kiriloy

Barbara Decker
Barbara Moreland
Biaris Cetinok
EBrian Cox.

Caron

Chris Cannon

=1 Corinna Bolender &

2 < >

ol #add to distribution list:
Figure 5-18. Add members to the distribution list using the Select Members
dialog box.
Add members as needed, or click Add New in the Distribution List dialog box to enter
new addresses if the addresses don’t already exist in one of your address books. Click
OK when you've finished adding members to the list.
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Set other options as needed for the distribution list—for example, you can assign cat-
egories to the list.

For a PAB list, click OK on the Distribution List tab; for an OAB list, click Save And
Close in the Distribution List dialog box.

Note You can’t assign categories to a personal distribution group created in the PAB.
However, you can assign certain other per-recipient properties depending on the address
type for PAB entries.

Distribution lists appear in the address book with a group icon and a boldface name to dif-
ferentiate them from individual addresses (see Figure 5-19).

3 Address Book E@@

File Edit ‘iew Tools

HPE X W G
Type Mame or Select From List: Show Mames From the:
Mame Display Mame E-mail Address E-mail Type
Chris Ashto Chris Ashton {ch... cl SMTP
Jay Adams Jay Adams (jay... jay@proseware..., SMTP
Jay Adams Jay Adams (Busi... Jay Adams@(22... Fax
Jim Boyee Jim Boyce (im@,.. jim@boyce.us SMTP
8 Marketing Marketing MAPIPDL
2 Project Indigo Project Indigo MAPIPDL
Spencer Low anne@tomain.tld  anne@tomaintld - SMTP
% Support Support MAPIPDL
& Toy Show Group Toy Show Group MAPIPDL
< >

Figure 5-19. Outlook differentiates between addresses and distribution lists in the address
book.

Inside Out

Hooray! Address types identified!

I'd like to take credit for this one, but I’'m sure | wasn’t the only one who suggested that the
Outlook team differentiate addresses in the Select Names dialog box as well as the
Address Book. Now when you address an e-mail message, you can tell which address is a
fax number and which is an e-mail address. You can also easily differentiate personal
addresses from work address in both the Select Names and Address Book dialog boxes.

139

Part 2: Messaging

Chapter 5



Microsoft Office Outlook 2003 Inside Out

Creating a Contacts Distribution List

You can use the procedure just described to create a distribution list in your Contacts folder
using addresses from the Contacts folder, your PAB, or Exchange Server address lists. You
also can create distribution lists within the Contacts folder rather than creating them
through the address book.

To do so, open the Contacts folder, right-click any area of the folder other than a contact
entry, and choose New Distribution List. Alternatively, with the Contacts folder open, click
New, Distribution List on the toolbar or choose File, New, Distribution List. Any of these
actions opens the Distribution List dialog box. Then continue by following the procedure
described in the previous section.

Note In a contacts folder, distribution lists look just like addresses, although Outlook dis-
plays a distribution list in the address list with a group icon and with the distribution list
name in bold. The distribution list also shows less information than a contact in Address
Cards views.

Modifying a Distribution List

Your distribution lists will probably be dynamic rather than static, meaning you’ll need to
add or remove names on an ongoing basis. To modify the contents of a list, locate the distri-
bution list in the address book or in your Contacts folder, open the list, and then use the Select
Members button (for an OAB list) or the Add/Remove Members button (for a PAB list).

Renaming a Distribution List

You can change the name of a distribution list any time after you create it to reflect changes
in the way you use the list, to correct spelling, or for any other reason. To rename a distribu-
tion list, locate the list in the address book, open it, and then change the name in the Name
box. Close the distribution list to apply the change.

Deleting a Distribution List

You can delete a distribution list the same way you delete an address. Locate the distribution
list in the address book or contacts folder, select it, and then click the Delete button on the
toolbar or press Delete. Alternatively, you can right-click the list and choose Delete from its
shortcut menu.

g saydeyn

Note Deleting a distribution list doesn’t delete the addresses associated with the list.
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Hiding Addresses When Using a Distribution List

If you include a distribution list in the To or Cc field of a message, all the recipients of your
message—whether members of the distribution list or not—can see the addresses of individ-
uals in the list. Outlook doesn’t retain the list name in the address field of the message but
instead replaces it with the actual addresses from the list.

In some cases, the members of a distribution list might not want to have their addresses made
public, even to other members of the list. In these situations, address the message using the
Bcc field rather than the To or Cc field. To display the Bec field in the message form, click the
arrow beside Options on the toolbar and choose Bcc. Then enter in the Bec field all addresses
and distribution lists that should remain hidden.

Distribution Lists for Multiple Address Fields

Regardless of where you create a distribution list, you can’t allocate some addresses in the list
to the To field and other addresses to the Cc or Bec fields. You can, however, place the distri-
bution list address in either the Cc or Bec fields, if needed. As I explained in the previous
section, placing it in the Bcc field prevents recipients from seeing the addresses of others in
the group.

If you often need to separate addresses from distribution lists into different address fields,
you can use a couple of techniques to simplify the process. First, consider splitting the distri-
bution list into two or three separate lists. This approach works well if the To, Cc, and Bcc
fields generally receive the same addresses each time. A second approach is to create a custom
form, by following these steps, with the address fields already filled in with the appropriate
individual addresses:

Choose Tools, Forms, Design A Form.

Select the Message form and click Open.

If you need the Bec field in the form, in the Field Chooser, select All Mail Fields from
the drop-down list, then drag the Bcc field to the form. Resize and reposition controls
as needed to allow it to fit.

Double-click the text field for each and add the addresses as needed.

Choose Tools, Forms, Publish Form, select a location available to the users, and click
Publish.

Click Yes when prompted to save the form definition.

Chapter 5

When you need to send a message using the form, choose Tools, Forms, Choose A Form, and
select the form. Add any additional addresses, text, or attachments, and send the message as
usual.

Tip Setting up a form or multiple distribution lists like this makes it easier for users to
send messages to multiple recipients, but perhaps more important, it helps ensure that
the right recipients are listed in each field.
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Granting Delegate Permission to a Distribution List

Many companies use a single common mailbox to send and receive messages for an entire
department. For example, a sales department might use a common mailbox to send out sale
notices. Outlook’s send-on-behalf-of permission allows a user to send a message through
another user’s account. This send-on-behalf-of permission—also called delegate permission—is
available only to Exchange Server users.

You can grant delegate permissions to users individually, but if you’re delegating permissions
for an entire group or department, it’s more efficient to grant permissions using a distribution
list. You can then control delegate access by adding or removing users from the distribu-
tion list.

Here’s how to delegate access to a distribution list:

On a system running Microsoft Windows 2000 Server or Microsoft Windows Server
2003, open the Active Directory Users And Computers console and create the distribu-
tion list. Add users to the distribution list as needed.

Open Outlook and log on to the mailbox for which you need to grant delegate access.
Choose Tools, Options, and click the Delegates tab.
Click Add, select the distribution list, click Add, and then click OK.

The Delegate Permissions dialog box opens automatically. Configure permissions for
the Inbox if you need to enable users in the list to view, create, or modify messages in
the mailbox’s Inbox. None of these permissions is needed to allow the list users to send
outgoing messages.

Click OK.
Here’s how users can send messages through the delegated mailbox:

Open Outlook and start a new message.
Choose View, From Field.
Click From, choose the delegated account, and click OK.

Compose and send the message.

Note If you're using Microsoft Exchange Server 5.5 and distribution list members receive
an error message claiming that they don’t have delegate permission for the mailbox, install
Exchange Server 5.5 Service Pack 3 or later to fix the problem.

g saydeyn

Using Distribution Lists on a Server

You can use distribution lists on Exchange Server—which are set up by the system
administrator—the same way you use local distribution lists to simplify broadcasting mes-
sages to multiple recipients. (As mentioned earlier, you can’t create distribution lists in the
GAL or other Exchange Server address lists from Outlook, although you can modify such a
list if you are designated as the list owner.)
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You can use a server-side distribution list the same way you use a local distribution list. Select
the list from the appropriate address list on the server. The list name is converted to addresses
when you send the message, just as a local distribution list is.

Differences Between Exchange Server 5.5 and
Exchange 2000 Server and Exchange Server 2003

Distribution lists in Microsoft Exchange 2000 Server and Microsoft Exchange Server 2003
are different from those in Exchange Server 5.5. Exchange Server 5.5 uses a dedicated
directory structure and a distribution list object that is separate from security groups.
Exchange 2000 Server and Exchange Server 2003 use Active Directory and automatically
use security groups as distribution lists. With Windows 2000 Server and Windows Server
2003, you can also create distribution groups that function solely for the purpose of e-mail
distribution (the equivalent of Exchange Server 5.5 distribution lists). Distribution groups in
Windows 2000 Server and Windows Server 2003 cannot be used as security groups.

For more information on Exchange 2000 Server, refer to Microsoft Exchange 2000 Server
Administrator's Companion (Microsoft Press, 2000).

Modifying a Server-Side Distribution List

If you are the designated manager of a distribution list on Exchange Server, you can modify
(but not create) the list through Outlook. To make changes, first open the address book and
double-click the list. You will see a dialog box similar to the Marketing Properties dialog box
shown in Figure 5-20.

Marketing Properties @

General | Member OF | E-mail Addresses
Display name: Marketing fenbcs
Alias name: Marketing Anton Eiriloy 0
Brian Cox s
Qwiner: Chr?stie Moan e
Corinna Bolender ©
JoLynn Dobne S
< > ! Y
Kevin Yerboort
Motes: Kimberly Zimmerman
Mario Bezio
< >
| Modify Members. .. |
Add to:
[ OF ] [ Cancel ] [ Apply ]
Figure 5-20. Modify a server-side distribution list using the General tab.
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The three tabs of this dialog box allow you to view information about the selected list and its
individual members:

General This tab displays general read-only information about the list, such as dis-
play name, alias, and owner.

Member Of This tab lists the other distribution groups of which the selected list is a
member.

E-Mail Addresses This tab shows the e-mail addresses for the selected distribution
list in all its available formats (SMTP and X.400, for example).

To modify the distribution list, click Modify Members on the General tab of the dialog box.
You can add and remove members in the resulting Distribution List Membership dialog box.

Tip Use the arrow buttons at the lower right corner of the dialog box’s General tab to dis-
play the next and previous items in the address book.

Note In Exchange 2000 Server and Exchange Server 2003, you don’t grant ownership of
a distribution group as you do over other objects such as files or folders. Rather, the user
or group designated as the manager for the distribution group is considered the owner for
the purposes of allowing modifications. You specify the manager on the Managed By tab of
the group’s dialog box in the Active Directory Users And Computers console.

Adding a Server-Side Distribution List to Contacts

If you prefer working through your local address books rather than the server address lists,
you might want to add a server-side distribution list to your local Contacts folder. You can
easily do so through the address book or the list’s dialog box. Open the address book, locate
the distribution list, and choose File, Add To Contacts. If you have the list’s dialog box open,
click Contacts on the General tab. Outlook then adds the list to your Contacts folder.

Outlook displays a form for the list that you can use to modify the group, assign categories, or
mark it as private (see Figure 5-21). Make any necessary changes and click Save And Close.
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%2 Toy Show Group - Distribution List

i Fle Edit Wiew Insert Tools  Actions  Help

i saveandclose | =5 | 4 B3 (3B ¥ 2 X | |~?E

Members Mokes

Mame: oy Show

[ Select Members. .. ] [ Add Mew,.. ] [ Remove Update Mow
[ Mame E-nail

|==| Barbara Decker bdecker@tailspintoys.com

[==| Brian Cox brox@tailspintoys,com

E=] Chris Hill chill@tailspinkoys, com

Private |:|

Figure 5-21. You can select various options for lists you store in the Contacts folder.

Automatically Adding Addresses to
the Address Book

When you receive a message from a sender whose address you want to save in your local Con-
tacts folder, you can add the address manually. Outlook also provides an easier method, how-
ever. With the message open, double-click the sender’s address on the InfoBar. In the
Properties dialog box, click Contacts. Outlook adds the address to your Contacts folder.
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Using Internet Mail
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Not too many years ago, a person with an Internet e-mail address was the exception rather
than the rule. Today, however, it seems as though everyone is using Internet e-mail. So it’s a
pretty good bet you’ll want to use Microsoft Outlook to send and receive messages through at
least one Internet e-mail account.

This chapter focuses on setting up Outlook to access Internet mail servers and accounts. The
chapter also covers topics related to sending and receiving Internet e-mail. You'll learn how to
create Internet e-mail accounts, use multiple accounts, and work with e-mail accounts for
services such as Hotmail and CompuServe. You’'ll also learn how to ensure that your mes-
sages are available from different locations, what to do if your e-mail service won’t accept
outgoing mail from your dial-up location, and how to view full message headers in Internet
e-mail.

Note This chapter assumes your system is already set up to connect to the Internet,
either on a broadband connection such as local area network (LAN), Digital Subscriber Line
(DSL), cable modem, or by a dial-up connection. Whatever the situation, your Internet ser-
vice provider (ISP) or network administrator has likely set up the connection for you. This
chapter instead focuses on configuring Outlook to use the existing connection and setting
up specific types of accounts.

For help in creating e-mail accounts and assigning the dial-up connection, see “Configuring
Accounts and Services,” page 38.

Using Internet POP3 E-Mail Accounts

Most Internet-based e-mail servers use Simple Mail Transfer Protocol (SMTP) and Post
Office Protocol 3 (POP3) to allow subscribers to send and receive messages across the Internet.
(A few exceptions, such as CompuServe 2000, use IMAP; still other services, such as Hotmail
and Yahoo!, use HTTP. These other protocols are covered in subsequent sections of this chap-
ter.) If you have an account with a local ISP or other service provider that offers POP3
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accounts, or if your office server is a non—Microsoft Exchange Server system that supports
only POP3, you can add an Internet e-mail account to Outlook to access that server.

Tip Configure multiple accounts in one profile
You can configure multiple Internet e-mail accounts in a single Outlook profile, giving you

access to multiple servers to send and receive messages. For additional information, see
“Using Multiple Accounts,” page 160.

Follow these steps to add an Internet e-mail account to Outlook:

In the Outlook 2003 Startup Wizard (which starts automatically the first time you start
Outlook), navigate to the Server Type page. To reach this page if your profile already
includes a mail account, start the Mail applet in the Control Panel, and then click
E-Mail Accounts. Choose Add A New E-Mail Account and click Next. You also can
choose Tools, E-Mail Accounts in Qutlook to add an e-mail account.

Select POP3 and click Next.

On the Internet E-Mail Settings (POP3) page (see Figure 6-1), specify the following

information:

E-mail Accounts E

Internet E-mail Settings {POP3)

User Information
Your Mame: Jim Bovee

E-mail Address: |ce jim@compuserve. com

Logon Information

User Mare: boyce_jim
Password: [
Remember password

|:| Log on using Secure Password
Authentication {SPA)

Each of these settings are required ko get your e-mail account working,

Seryer Information

Incoming mail server (POP3) | pop, compuserve.cam

Cutgaing mail server (SMTPY: | smtp, campuserve,com

Test Settings

After filing out the information on this screen, we
recommend you test your account by clicking the
button below, (Requires network connection)

Test Account Setkings ... ]

More Settings ...

[ < Back " et = ][ Cancel

]

Figure 6-1. Use the Internet E-Mail Settings (POP3) page to configure the

account settings.

Your Name Specify your name as you want it to appear in the From box of

9 Jaydeyn
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E-Mail Address Specify the e-mail address for your account in the form
<account>@<domain>—rtor example, Jim@wingtiptoys.com.

Incoming Mail Server (POP3) Specify the IP address or Domain Name Sys-
tem (DNS) name of the mail server that processes your incoming mail. This is
the server where your POP3 mailbox is located and from which your incoming
mail is downloaded. Often, your mail server will use the host name mail and
your mail server’s domain name. So, an example of a mail server DNS name
might be mail.wingtiptoys.com. However, this isn’t a given, so check with your
ISP or network administrator for the correct mail server host name.

Outgoing Mail Server (SMTP)  Specify the IP address or DNS name of the
mail server that you use to send outgoing mail. In many cases, this is the same
server as the one specified for incoming mail; but it can be different if your
account requires it. Some organizations separate incoming and outgoing mail
services onto different servers for load balancing, security, or other reasons.

Note Many servers don’t support outgoing mail unless you connect to the server’s net-
work. To learn how to overcome that problem, see “My Mail Server Won’t Accept Outgoing
Messages,” page 163.

User Name  Specify the user account on the server that you must use to log on
to your mailbox to retrieve your messages. Do not include the domain portion
of your e-mail address. For example, if your address is jimb@wingtiptoys.com,
your user name is jimb.

Password Specify the password for the user account entered in the User Name
box.

Remember Password Select this option to have Outlook maintain the pass-
word for this account in your local password cache, eliminating the need for you
to enter the password each time you want to retrieve your mail. Clear this check
box to prevent other users from downloading your mail while you are away
from your computer. If the check box is cleared, Outlook prompts you for the
password for each session.

Log On Using Secure Password Authentication (SPA)  Select this option if
your server uses SPA to authenticate your access to the server.
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Click More Settings to display the Internet E-Mail Settings dialog box, shown in
Figure 6-2. You can configure these settings based on the information in the following
sections.

Internet E-mail Settings @
General Cutgaing Server | Connection P_tdvanced

Mail Account

Type the name by which you would like to refer to this
account, For example: "work" or "Microsoft Mail Server”

CampuServe
Other User Infarmation
Crganization: | Jim Boyce, Inc,

Reply E-mail: boyce_jim@compuseryve, com

[ Ok, H Cancel ]

Figure 6-2. Use the Internet E-Mail Settings dialog box to configure additional
Internet account settings.

Configuring General Settings for Internet Accounts

Use the General tab of the Internet E-Mail Settings dialog box (see Figure 6-2) to change the
account name that is displayed in Outlook and to specify organization and reply address
information:

Mail Account  Specify the name of the account as you want it to appear in Outlook’s
account list. This name has no bearing on the server name or your account name. Use
the name to differentiate one account from another—for example, you might have var-
ious accounts named CompuServe, Work, and Personal.

Organization Specify the group or organization name you want to associate with the
account.

Reply E-Mail Specify an e-mail address that you want others to use when replying to
messages that you send with this account. For example, you might redirect replies to
another mail server if you are in the process of changing ISPs or mail servers. Enter the
address in its full form—jenny@tailspintoys.com, for example. Leave this option blank
if you want users to reply to the e-mail address you specified in the E-Mail Address box
for the account.

9 Jaydeyn
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Configuring Outgoing Server Settings for Internet Accounts

Use the Outgoing Server tab (see Figure 6-3) to configure a handful of settings for the SMTP
server that handles the account’s outgoing messages. Although in most cases you won’t need
to modify these settings, you will have to do so if your server requires you to authenticate to
send outgoing messages. Some ISPs use authentication as a means of allowing mail relay
from their clients outside their local subnets. This allows authorized users to relay mail and
prevents unauthorized relay, or unauthorized users from sending spam through the server.

Internet E-mail Settings gj

General | Qubgoing Server | Connection | Advanced

My outgoing server (SMTP) requires authentication
C' Use same settings as my incoming mail server
(::- Log on using
User Marne: SOMMEenne
Password: b
Remember password
[Log an using Secure Password Authentication (SPA)

(O Log on ko incoming mail server before sending mail

[ Ok H Cancel ]

Figure 6-3. Use the Outgoing Server tab to configure authentication and other options for
your SMTP server.

The Outgoing Server tab contains the following options:

My Outgoing Server (SMTP) Requires Authentication Select this option if the
SMTP mail server that processes your outgoing mail requires your client session to
authenticate. Connections that don’t provide valid credentials are rejected. Selecting
this option makes several other options on the tab available.

Use Same Settings As My Incoming Mail Server  Select this option if the SMTP server
credentials are the same as your POP3 (incoming) server credentials.

LogOn Using Select this option if the SMTP server requires a different set of creden-
tials from those required by your POP3 server. You should specify a valid account name
on the SMTP server in the User Name box as well as a password for that account. In
general, you should have to change this setting only if your SMTP and POP3 servers are
separate physical servers.

Remember Password  Select this check box to have Outlook save your password from
session to session. Clear it if you want Outlook to prompt you for a password each time.
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Log On Using Secure Password Authentication (SPA)  Select this check box if your
server uses SPA to authenticate your access to the server.

Log On To Incoming Mail Server Before Sending Mail Select this option to have
Outlook log on to the POP3 server before sending outgoing messages. Use this option
if the outgoing and incoming mail servers are the same server and if the server is con-
figured to require authentication to send messages.

Configuring Connection Settings for Internet Accounts

Use the Connection tab (see Figure 6-4) to specify how Outlook should connect to the mail
server for this Internet account. You can connect using the LAN (which includes DSL and
cable modem broadband connections), a dial-up connection, or a third-party dialer such as
the one included with Microsoft Internet Explorer. Select the LAN option if your computer
is hard-wired to the Internet (LAN, DSL, cable modem, or other persistent connection) or if
you use a shared dial-up connection to access the Internet. Select the Connect Via Modem
When Outlook Is Offline check box if you want Outlook to attempt a LAN connection first,
followed by a dial-up connection if the first attempt fails (for example, when your notebook
PC is disconnected from the LAN but a dial-up connection is available).

Internet E-mail Settings gj

General | Cukgoing Server | Connection | Advanced

Connection
(%) Connect using my local area network (LAN)
[ connect via modem when Outlook is offline
(O Connect using my phone line

() Connect using Internet Explorer's or a 3rd party dialer

Modem

[ Ok H Cancel ]

Figure 6-4. Use the Connection tab to specify how Outlook should connect to the server.

Select the Connect Using My Phone Line option to use an existing dial-up networking con-
nection or create a new dial-up connection. Select the connection from the drop-down list,
and then click Properties if you need to modify the dial-up connection. Click Add if you need
to add a dial-up connection.

9 Jaydeyn

If you want to connect to the Internet or to your remote network using the dialer that is
included with Internet Explorer or a dialer that is included with a third-party dial-up client,
select the Connect Using Internet Explorer’s Or A 3rd Party Dialer option.
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Configuring Advanced Settings for Internet Accounts

Although you won’t normally need to configure settings on the Advanced tab (see Figure 6-5)
for an Internet account, the settings can be useful in some situations. You can use the options
on this tab to specify the SMTP and POP3 ports for the server, along with timeouts and these
other settings:

Internet E-mail Settings gj

General | Qutgoing Server | Connection Advanced

Server Port Numbers

Incoming server (POP3): 110 Use Defaulks

[ This server requires an encrypred connection {5513
Qutgoing server (SMTP): 25
[ This server requires an encrypred connection {5513
Server Timeouts

Shart Long 1 minute

Delivery
Leave a copy of messages on the server
[ remaove from server after days

[CIremove from server when deleted from 'Deleted Ttems'

[ Ok H Cancel ]

Figure 6-5. Use the Advanced tab to specify nonstandard TCP ports for the server.

Incoming Server (POP3) Specify the TCP port used by the POP3 server. The default
portis 110. Specifying a nonstandard port works only if the server is listening for POP3
traffic on the specified port.

Outgoing Server (SMTP) Specify the TCP port used by the SMTP server for outgo-
ing mail. The default port is 25. Specifying a nonstandard port works only if the server
is listening for SMTP traffic on the specified port.

Use Defaults  Click this to restore the default port settings for POP3 and SMTP.

This Server Requires An Encrypted Connection (SSL)  Select this check box if the
server requires the use of a Secure Sockets Layer (SSL) connection. With rare excep-
tions, public POP3 and SMTP mail servers do not require SSL connections.

Server Timeouts Use this control to change the period of time Outlook will wait for
a connection to the server.

Leave A Copy Of Messages On The Server Select this check box to retain a copy of all
messages on the server, downloading a copy of the message to Outlook. This is a useful
feature if you want to access the same POP3 account from different computers and want
to be able to access your messages from each one. Clear this check box if you want Out-
look to download your messages and then delete them from the server. Some servers
impose a storage limit, making it impractical to leave all your messages on the server.
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Remove From Server After n Days  Select this check box to have Outlook delete mes-
sages from the server a specified number of days after they are downloaded to your system.

Remove From Server When Deleted From ‘Deleted Items’  Select this option to have
Outlook delete messages from the server when you delete their downloaded copies
from your local Deleted Items folder.

Controlling Where Outlook Stores POP3 Messages

When you create a POP3 account, Outlook needs to know where to store your mail folders.
By default, Outlook stores your POP3 mail folders in whatever location is currently specified
as the default delivery location for new mail. For example, if you already have an Exchange
Server account with the Exchange Server mailbox designated as the location for e-mail delivery,
Outlook uses the same mailbox location for POP3 mail. Where Outlook stores the folders
also depends on the other services, if any, you're using with Outlook. The following list sum-
marizes the possibilities:

POP3 only or as a first account When you set up a POP3 account as your only Out-
look e-mail account or as your first account, Outlook creates a personal folders (PST)
file in which to store your POP3 e-mail folders. Outlook uses the same PST file to store
your other Outlook data, such as contacts and calendar information.

POP3 added to a profile with an existing Exchange Server account In this scenario,
Outlook uses the e-mail delivery location specified for your Exchange Server account
as the location to deliver POP3 mail. For example, if you currently store your Exchange
Server data in your Exchange Server mailbox on the server, your POP3 messages will be
placed in your Exchange Server mailbox. In effect, this means your POP3 messages are
downloaded to your computer from your Internet mail account and then uploaded to
your Exchange Server mailbox. If you specify a local folder for Exchange Server instead,
Outlook places your POP3 messages in that same local folder.

POP3 added after an IMAP account IMAP accounts are stored only in PST files, and
Outlook automatically creates a PST file for the IMAP account. (The file is created
when you first open Outlook using the profile that contains the IMAP account.) Out-
look also creates a PST file for storing your other Outlook data, keeping your IMAP
data and other Outlook data separate. Outlook designates the PST file as the default
location for new mail, even though messages from your IMAP account are delivered to
your IMAP PST file. If you later create a POP3 account, Outlook uses the same PST file
for your POP3 account by default. This means your IMAP folders and mail are kept
separate from your POP3 and Exchange Server mail. You can change the settings after-
ward if you want to designate a different file for storing your POP3 messages, but doing
so also changes the location of your Contacts folder, Calendar folder, and other Out-
look folders.
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Using IMAP Accounts

IMAP is becoming more common on Internet-based e-mail servers because it offers several
advantages over POP3. Outlook’s support for IMAP means that you can use Outlook to send
and receive messages through IMAP servers as well as through Exchange Server, POP3, and
the other mail server types that Outlook supports.

[ For more information on IMAP and its differences from POP3, see “IMAP,” page 17. ]

Configuring an IMAP account is a lot like configuring a POP3 account. The only real differ-
ence is that you select IMAP as the account type rather than POP3 when you add the account.
You can refer to the previous section on creating POP3 accounts for a description of the pro-
cedure to follow when adding an IMAP account. The one setting you might want to review or
change for an IMAP account as opposed to a POP3 account is the root folder path. This set-
ting is located on the Advanced tab of the account’s Properties dialog box. Open this dialog
box, click More Settings, and click Advanced. Specify the path to the specific folder in your
mailbox folder structure that you want to use as the root for your mailbox. If you aren’t sure
what path to enter, leave this option blank to use the default path provided by the account.

Controlling Where Outlook Stores IMAP Messages

When you create an IMAP account in an Outlook profile, Outlook doesn’t prompt you to
specify the storage location for the IMAP folders. Instead, Outlook automatically creates a
PST file in which to store the messages. The folder branch for the account appears in Outlook
with the name of the IMAP account as the branch name (see Figure 6-6). Each IMAP account
in a profile uses a different PST file, so all your IMAP accounts are separate from one another
and each appears under its own branch in the folders list.

Inbox - Microsoft Outlook 2003 EEX
i Fle Edt WView Go Tools  Actions  Help Type a question for help =
HES IR RS | | HsendjReceive - | ZpFind ) | [ Type acontact tofind v | (@) B
P (@ Back 2) | | {2 &) | outlook:iyy IMAP ServerlInbox -
i g6t | (@ Back g,-|j|-q|:,j\lMAPMessages =R
= T—
All Folders Arranged By: Date | Newsst on kop Task Declined: Project Bravo
- contracts
® E6 Mailbox - Chris Hil
3 (4 Archive Folders = Last Month A Jim Boyce [boyce_jim@compuserve cot
=‘ -] Jim Boyce 7/18/2003 Binky Cromwell
= ]“kw 2‘ Task Declned: Project Bra... & Project Bravo contracts (589 bytss) (2 Kt
[ Junk E-mai N
=1 Jim Boyes 7182003
B & Public Falders Task Request: Hire Ne.., © B .
Subject: Project Bravo contracts
Folder sizes 1 Dutlook 2003 Team 7/17...
Data Fle Management. Welcoms bo Microsoft OFF.,, B
) I Bipes 7175200 Status: Not Started
Testing s Percent Complete: 0%
Total Work: 4.5 days
Actual Work: 1.5 days
©
Owner: Binky Crormwell -
. Requested By: Binky Cromuwell 2
4 Mail %
EEEIRIEIL T S
4 Items, 3 Headers
Figure 6-6. An IMAP account uses its own PST file and appears as a separate folder branch.
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How accounts are treated depends on the types of accounts you add to the profile. The fol-
lowing list summarizes the possibilities:

IMAP as the first or only account in the profile Outlook automatically creates a PST
file to contain the IMAP folder set and a second PST file (which, for clarity, I'll call a
global PST file) to contain your other Outlook data such as contacts and calendar
information.

Multiple IMAP accounts in the profile Each IMAP account uses a separate PST file
created by Outlook. Outlook also adds a separate global PST file to contain your other
Outlook data.

IMAP first, followed by non-IMAP accounts The non-IMAP accounts default to
storing their data in the global PST that is created when you add the IMAP account.
The global PST is defined as the location where new mail is delivered. You can change
the location after you set up the accounts, if you prefer. For example, if you add an
Exchange Server account, you'll probably want to change the profile’s properties to
deliver mail to your Exchange Server mailbox instead of to the global PST file. IMAP
mail is unaffected by the setting and is still delivered to the IMAP account’s PST file.

Non-IMAP accounts followed by IMAP accounts The existing accounts maintain
their default store location as defined by the settings in the profile. Added IMAP
accounts each receive their own PST.

Using Outlook with CompuServe

You can use Outlook to send and receive CompuServe mail through either Classic Com-
puServe or CompuServe 2000 accounts. The following sections explain the differences
between the two and how to configure Outlook to accommodate them.

Configuring Outlook for Classic CompuServe Accounts

Classic CompuServe accounts use e-mail addresses that end in @compuserve.com or
@csi.com. Classic CompuServe accounts function as POP3 accounts, so configuring them in
Outlook is much the same as configuring other POP3 accounts. However, you need to under-
stand that the logon password you use for your POP3 account is not necessarily the same as
the password you use to connect to CompuServe. Your connection password is associated
with your user ID, which takes the form nnnnn,nnnn—for example, 76516,3403. Your POP3
password is associated with your CompuServe POP3 account name, which is the first part of
your CompuServe address (without the domain). In the address boyce_jim@csi.com, for
example, boyce_jim is the user name. Although you can set the two passwords to be the same,
they do not have to match.

Before you can begin managing your CompuServe Classic e-mail account through Outlook,
you must set your POP3 password. You can do this only by connecting to CompuServe
through the CompuServe software. Click Go, enter POPMAIL as the destination, and press
Enter to access the POPMAIL area, where you can set your POP3 password.
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[ For details on configuring POP3 accounts, see “Using Internet POP3 E-Mail Accounts,” page 147. ]

After you set the password, create a POP3 account in Outlook using the settings described in
the following list:

Your Name Specify your name as you want it to appear in the From box of messages
you send.

E-Mail Address Enter your CompuServe e-mail address in the form <user>@com-
puserve.com or <user>@csi.com, where <user> is your user account number in dot-
ted format or your POP3 alias. The compuserve.com and csi.com domains are
synonymous—you should be able to use either one.

Incoming Mail Server Enter pop.compuserve.com as the incoming mail server.

Outgoing Mail Server Enter smtp.compuserve.com as the outgoing mail server if
you dial a CompuServe access number, or specify the SMTP server name for your local
ISP account or for a server on your network that allows mail relay from your computer.
The smtp.compuserve.com server does not support mail relay from outside the Com-
puServe network to reduce spamming.

User Name Specify your CompuServe account.
Password  Specify the password for your CompuServe account.

Log On Using Secure Password Authentication (SPA) Do not select this option
(leave it cleared).

Configure the remaining settings as you would for any other POP3 account.

Note |If you use CompuServe only for e-mail, you might not have the CompuServe soft-
ware installed on your system. You can’t use CompuServe 2000 software to configure your
POP3 e-mail password because CompuServe Classic and CompuServe 2000 are separate
services. You can download the necessary software from ftp.csi.com/software/windows/
cs402/without_ie/cs495bn.exe. The download is nearly 18 MB, however, so be prepared
for a long download if you connect through dial-up.

Configuring Outlook for CompuServe 2000 Accounts

CompuServe 2000 accounts use addresses that end in @cs.com and use IMAP rather than
POP3. Configure an Outlook account for CompuServe 2000 by using the following settings
in the E-Mail Accounts Wizard when you create the account:

Your Name Specify your name as you want it to appear in the From box of messages
you send.

E-Mail Address Enter your CompuServe e-mail address in the form <user>@cs.com,
where <user> is your user account screen name.
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Outgoing Mail Server Enter smtp.cs.com as the outgoing mail server if you dial a
CompuServe access number, or specify the SMTP server name for your local ISP
account or for a server on your network that allows mail relay from your computer.
The smtp.compuserve.com server does not support mail relay from outside the Com-
puServe network to reduce spamming.

User Name Specify your CompuServe account.

Password  Specify the password for your CompuServe account.

Configure the remaining settings as you would for any other IMAP account.

Using Hotmail and Other HTTP-Based Services

Because Outlook supports the HTTP protocol, you can access your HT'TP-based mail ser-
vices (such as Hotmail) through Outlook rather than using a Web browser to send and
receive messages. Using Outlook gives you the ability to compose and reply to messages
offline, potentially saving you connect charges if you use metered Internet access. HTTP-
based mail support also gives you the advantages of Outlook’s composition, filtering, and
other features you might not otherwise have when managing your mail with a Web browser.

The following section explains how to set up an account in Outlook to process your Hotmail
account. You can use the same information for almost any HTTP-based account, changing
the settings as needed to point to the appropriate URL for the server. Although the following
assumes that you're setting up the account for Hotmail, it also provides additional informa-
tion on configuring other HTTP-based accounts.

Using Outlook with Hotmail Accounts

Because Hotmail is a service owned and operated by Microsoft, it’s no surprise that Outlook
includes built-in support for sending and receiving messages through Hotmail.

Follow these steps to configure a Hotmail account in Outlook:

In the Outlook 2003 Startup Wizard, navigate to the Server Type page. To reach this
page, if your profile already includes a mail account, open the Mail applet in the Con-
trol Panel, and then click E-Mail Accounts. Choose Add A New E-Mail Account and
click Next.

If you want to use multiple profiles and want to learn how to configure settings and accounts for
a specific profile, see “Understanding User Profiles,” page 42.

Select HTTP and click Next.
On the Internet E-Mail Settings (HT'TP) page, specify the following information:

Q
5 Your Name Specify your name as you want it to appear in the From box of
T .
oy messages that others receive from you.
@ E-Mail Address Specify the e-mail address for your account in the form
<account>@<domain>—rfor example, someone@domain.tld. For a Hotmail
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account, specify <account>@hotmail.com, where <account> is your Hotmail
account name.

User Name Specify the user account on the server that you must use to log on
to your mailbox to retrieve your messages. For a Hotmail account, specify your
e-mail address, including the @hotmail.com part of the address, such as
jimboyce999@hotmail.com.

Password Specify the password for the user account entered in the User
Name box.

Log On Using Secure Password Authentication (SPA)  Select this option if
your HTTP-based e-mail server uses SPA to authenticate your access to the
server. Hotmail does not use SPA, so you can leave this option cleared for Hot-
mail accounts.

HTTP Mail Service Provider  Select Hotmail from this drop-down list if you're
setting up a Hotmail account, or choose Other if you’re configuring Outlook for
a different HTTP-based mail service. If you choose Hotmail, Outlook fills in the
Server URL option with the appropriate URL for accessing Hotmail through
Outlook.

Server URL If you are setting up an account for an HTTP-based service other
than Hotmail, specify the URL for the server’s Web page that provides access to
your mail account. This is not necessarily the same URL you would use when
accessing your account by using a browser.

Click More Settings to access the settings shown in Figure 6-7 and described in the
following sections.

Microsoft Exchange Server E

General | advanced | Security | Connection | Remate Mail

Exchange Account
Type the name by which you would like ko refer ko
this account, For example: "work" or "Microsoft
Exchange Server”,

‘Wwhen starting
(3 Automatically detect connection state
(O Manually control connection state

Default connection state

30 | Seconds Until Server Connection Timeout

[ Ok H Cancel ]
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For more information on configuring properties for HTTP-based accounts, see “Using Internet POP3
E-Mail Accounts,” page 147. Most of the settings for HTTP and POP3 are the same.

Understanding Where Outlook Stores HTTP Messages

Outlook stores mail messages for Hotmail and other HTTP e-mail accounts locally, just as
it does for POP3. When you add a Hotmail or other HTTP account to a profile, Outlook
creates a PST specifically for that account, regardless of whether the profile already includes
other accounts. Outlook delivers new messages to that PST, even if the default delivery loca-
tion is elsewhere. For example, assume that you create a profile with an Exchange Server
account as the default delivery location for new mail. You add a POP3 account, and your mail
is delivered to your Exchange Server mailbox. You then add a Hotmail account and an IMAP
account. Each of these last two accounts gets its own PST file, and Outlook delivers new mes-
sages for each account to its respective PST file.

Using Outlook with Prodigy

The Prodigy e-mail service functions as a standard POP3 server. You therefore can use Out-
look to send and receive e-mail through your Prodigy account. Configure the account for
pop.prodigy.net as the incoming mail server and smtp.prodigy.net as the outgoing mail
server. Specify your Prodigy account and password for authentication, add a PST if you don’t
want to use the default delivery location (such as an Exchange Server mailbox), and configure
other settings as you would for any other POP3 account.

Using Outlook with MSN

Although MSN mail accounts are available through the Hotmail Web site, you must config-
ure Outlook with a different URL (not the Hotmail URL) to retrieve your MSN mail. Start
the E-Mail Accounts Wizard and select HT TP as the account type. When the wizard prompts
you for the account information, select MSN from the HTTP Mail Service Provider drop-
down list, and specify your MSN account name and password in the Logon Information
section of the dialog box. Outlook creates a PST in which to store the messages.

For additional information on configuring HTTP account properties, see “Using Outlook with Hotmail
Accounts,” page 158.

Using Multiple Accounts

Although many people still have only one e-mail account, it’s becoming much more com-
mon to have several. For example, you might have an e-mail account for work, a personal
POP3 account with your ISP, and a Hotmail account. Although versions of Outlook before
Outlook 2002 sometimes made it difficult to use multiple accounts, Outlook 2003 accommo-
dates multiple accounts with ease, all in the same profile, which means that you don’t need to
switch profiles as you use different accounts.
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Setting up for multiple accounts is easy—just add the accounts, as needed, to your profile.
However, working with multiple accounts in a single profile requires a few considerations, as
explained here.

Sending Messages Using a Specific Account

When you send a message, Outlook uses the account specified as the default (see Figure 6-8).
This can sometimes be a problem when you have multiple accounts in your profile. For
example, you might want to send a personal message through your personal POP3 account,
but if your Exchange Server account is designated as the default, your personal message will
go through your office mail server. This might violate company policies or expose your per-
sonal messages to review by a system administrator. Additionally, the reply address comes
from the account Outlook uses to send the message, which means replies will come back to
that account. You might want to check your POP3 mail from home, for example, but you
find that replies have been directed to your office account because the original messages were
sent under that account.

E-mail Accounts E

E-mail Accounts
‘fou can select an account and change its settings or remove it

Outlook processes e-mail for these accounts in the Following order:

Microsoft Exchange Server Exchange (Default) : .
My IMAP Account IMARISMTR Add...
Hotrnail HTTR
Deliver new e-mail to the Following location:
Mailbo: - Chris Hill | | Mew Qutlook Data File...
[ < Back ][ Finish ] [ Cancel ]

Figure 6-8. Outlook uses one of your e-mail accounts as the default account for outgoing
messages.
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Sending messages with a specific account is simple in Outlook. When you compose the mes-
sage, click the down arrow beside Accounts on the message form toolbar (see Figure 6-9),
and select the account you want Outlook to use to send the current message. Outlook then
uses the reply address and other settings for the selected account for that message.

™ Quarterly Reports - Message (HTML)

PFle Edt Wew Inset Format  Ieols  Actions  Help
: A gend |[accounts < || = S [Fe

Microsoft Exchange Server

1 Microsoft Exchangs Server

2 My IMAP Account

To...
e 3 Hotrnall
Bec...

Subject: Quarterly Reports

Hi, Anne. I'm just checking on the status of the guarterly reports. Please send me
an update as soon as you can.

Thanks!

Jim

Figure 6-9. Select the account from which you want to send the message using the
Accounts button on the message form toolbar.

Separating Incoming Messages by Account

With the exception of mail for IMAP and HTTP accounts, Outlook delivers all mail to the
default message store. (Outlook delivers IMAP and HTTP mail to the store associated with
the respective accounts.) This can be a problem or an annoyance because all your e-mail
could potentially wind up in the same Inbox, regardless of which account it came through. If
you manage multiple accounts, it’s useful to keep the messages separate. For example, you
might want to keep personal messages that come through your POP3 account separate from
those that come to your Exchange Server account.

You can separate messages into specific folders or stores using message rules, which allow you
to specify actions Outlook should take for messages that meet specific criteria, including the
account to which they were delivered. For a complete discussion of rules and automatic mes-
sage processing, see “Processing Messages Automatically,” page 224.

Tip Keep messages separate on a shared computer

If you share a computer with other users, you probably want to keep your messages separate
from those of the other users. Although you could use the same logon account and create
separate profiles or even use the same profile and set up message rules to separate the
incoming messages, neither method is a very good solution. Instead, use different logon

accounts on the computer, which keeps your Outlook profiles separate and therefore keeps
your messages separate.
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Keeping a Copy of Your Mail on the Server

If you want to be able to retrieve your mail from different computers, you might want to keep
a copy of your messages on the mail server. This makes all messages available no matter
where you are or which computer you use to retrieve them. For example, if your computer at
the office is configured to retrieve messages from your POP3 account every hour and you
don’t leave a copy of the messages on the server, you'll be able to see only the last hour’s worth
of messages if you connect from a different computer.

IMAP stores messages on the server by default. POP3 accounts, however, work differently. By
default, Outlook retrieves the messages from the POP3 server and deletes them from the
server. If you want the messages to remain on the server, you need to configure Outlook spe-
cifically to do so.

Here’s how:
If Outlook is open, choose Tools, E-Mail Accounts. Alternatively, open the Mail applet
in the Control Panel, and then click E-Mail Accounts.
Select View Or Change Existing E-Mail Accounts and click Next.
Select the POP3 account and click Change.
Click More Settings and then click the Advanced tab.

Select Leave A Copy Of Messages On The Server, and then use the two associated
options if you want Outlook to remove the messages after a specific time or after they
have been deleted from your local Deleted Items folder.

Click OK, click Next, and then click Finish.

Troubleshooting

My mail server won’t accept outgoing messages

Your mail service might not accept mail relay (outgoing messages) unless you connect to
the server’s network. For example, POP3 Classic CompuServe accounts do not support
mail relay from other servers. You must dial up a CompuServe point-of-presence to place
your computer on CompuServe’s network and establish a connection to CompuServe’s out-
going mail server.

Connecting through the server’s network isn’t always practical, however. For example, if you
live in a rural area, you might not have a local access number for your service. In this situa-
tion, you might use a local ISP account to connect to the Internet to retrieve your messages
from other mail servers. Your ISP then invariably allows mail relay from your subnet, which
lets you send messages through your own account on the ISP’s mail server.

To make this work, simply specify your ISP’s outgoing mail server instead of the mail server
for the remote network; or, if you connect through your LAN and your organization provides
a mail server with relay capability, specify that server for outgoing mail.
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You specify the outgoing mail server through the e-mail account’s dialog box by following
these steps:

If Outlook is open, choose Tools, E-Mail Accounts. Alternatively, right-click the Outlook
icon on the Start menu and choose Properties, and then click E-Mail Accounts.
Select View Or Change Existing E-Mail Accounts and click Next.

Select the POP3 account and click Change.

Specify the server in the Outgoing Mail Server (SMTP) box and click Next. Then click
Finish.

Another option is to use the SMTP service included with Microsoft Windows 2000 and
Microsoft Windows XP to send outgoing mail. See the following section for details.

Tip Synchronization With IMAP

Accessing a POP account from more than one computer can cause some real synchroniza-
tion headaches. Rather than configuring the POP server to leave messages on the server

S0 you can access them from other computers, switch to using IMAP instead of POP3 if the
server supports IMAR The messages remain on the server by default, eliminating the need

for you to worry about synchronization at all.

Set Your Own Computer as the
Outgoing Mail Server

In some situations, such as the one described in the previous section, you won’t have access to
an outgoing mail server for a particular account. Most ISPs, large or small, prevent users
from sending mail through their server unless the users are connected to the ISP’s network.
Dialing in to the ISP provides this connection.

In situations when it isn’t practical for you to send outgoing mail through another e-mail
server, you can often use your own computer to send the mail. Outlook isn’t capable of this,
but the SMTP service included with Windows 2000 and Windows XP Professional is
designed for just that purpose. (The SMTP service is not included with Windows XP Home
Edition.)

Note Some mail servers do not accept mail from unrecognized servers, so in some
instances you might have problems using your own computer to send mail to certain
domains. Even so, the SMTP service can be a very handy tool that handles the majority of
your outgoing mail. However, if your computer is connected to a network, check with your
network administrator before installing the SMTP service as explained in this section. Add-
ing the service entails some risk, which | identify later in this section.
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First, check to see if the SMTP service is already installed on your computer. The SMTP ser-
vice requires Microsoft Internet Information Services (IIS), so you need to add IIS, as well:

Open Control Panel and launch Add Or Remove Programs.

Click Add/Remove Windows Components.

Scroll down and select Internet Information Services, then click Details.
Select the SMTP service and click OK.

Click Next and follow the prompts to complete the IIS/SMTP installation.

After IIS is installed, open the Internet Information Services console from the Admin-
istrative Tools folder, right-click the Default Web Site, and choose Properties.

Click the Directory Security tab, click Edit in the Anonymous Access and Authentica-
tion Control group, clear the Anonymous Access option, and then click OK. Click OK
again to close the properties for the Web site.

Right-click the SMTP virtual server and choose Properties, then click the Access tab.
Click Authentication, clear the Anonymous Access option, select the Integrated
Windows Authentication option, and click OK.

Click Relay, click Only The List Below, click Allow All Computers Which Successfully
Authenticate to Relay, Regardless of the List Above, and click OK. Click OK to close
the properties for the SMTP server.

In Outlook, open the Properties dialog box for the account for which you need to
specify the outgoing mail server and enter localhost (if you are using the SMTP service
on a different computer on your network, enter that IP address instead).

Click More Settings to open the Internet E-mail Settings dialog box, then click the
Outgoing Server tab. Select the option My Outgoing Server (SMTP) Requires Authen-
tication, select the Log On Using option, and enter valid credentials (such as your own
local logon account) in the User Name and Password fields, and click OK. Click Next,
then Finish to complete the changes to the account settings.

Note If other users on the network will be using the SMTP service on your computer to
send outgoing mail, or you are sending through the SMTP service on another computer,
select the Log On Using Secure Password Authentication (SPA) option on the Outgoing
Server tab in the Outlook account settings.

In step 7, you disabled anonymous access to the Default Web Site, which will help prevent
infections by Web-borne viruses and worms. In steps 8 and 9, you restricted access to the
SMTP service to only those clients who authenticate on the server, which should prevent
spam relay through your computer.
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Viewing Full Message Headers

Internet messages include routing information in their headers that specifies the sending
address and server, the route the message took to get to you, and other data. In most cases, the
header offers more information than you need, particularly if all you're interested in is the
body of the message. However, if you’re trying to troubleshoot a mail problem or identify a
sender who is spamming you, the headers can be useful.

Tip Track down spammers

You can’t always assume that the information in a message header is accurate. Spammers
often spoof or impersonate another user or server—or relay mail through another server—to
hide the true origin of the message. The header helps you identify where the mail came from
so you can inform the server’'s administrator that the server is being used to relay spam.
To notify the administrator, you can send a message to postmaster@<domain> where
<domain> is the relaying mail server’s domain, such as postmaster@wingtiptoys.com. Most
ISPs also recognize an abuse mailbox, such as abuse@compuserve.com.

To view the full message header, right-click the message and choose Options to display the
Message Options dialog box, shown in Figure 6-10. The message header appears in the Inter-
net Headers box. You can highlight the text and press Ctrl+C to copy the text to the clipboard
for inclusion in a note or other message.

Message Options gj

Message settings Security
Impartance: v @
Sensitiviby:

Tracking options

B

Delivery options

Y4

[CExpires after:

Internet headers: | Microsoft Mail Internet Headers Yersion 2,0 A~
Received: from mail pickup service by snoopy.bovyce,us with Microsoft
SMTPSYWC; Fri, 4 Apr 2003 15:11:20 -0500
Sender: <betamail@microsoft,com:
Received: from mail3. microsoft.com {mail3.microsoft.com [131,107.3.123])
by siaag2ab.compuserve.com (8,12.9/8.12,7/5UN-2.6) with ESMTP
id h34MBOhu024131 for <boyce_jim@compuserve,com; Fri, 4 Apr %

Close

Figure 6-10. View the full message header in the Message Options dialog box.
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Tip You can take several steps to reduce the amount of unsolicited e-mail you receive.
See Chapter 8, “Filtering, Organizing, and Using Automatic Responses,” for details on
blocking spam and filtering messages.
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Of all the features in Microsoft Outlook, messaging is probably the most frequently used.
Even if you use Outlook primarily for contact management or scheduling, chances are good
that you also rely heavily on Outlook’s e-mail and other messaging capabilities. Because
many of OutlooKk’s key features make extensive use of messaging for workgroup collaboration
and scheduling, understanding messaging is critical to using the program effectively.

This chapter provides an in-depth look at a wide range of topics related to sending and
receiving messages with Outlook. You’ll learn the fundamentals—working with message
forms, addressing, replying, and forwarding—but you’ll also explore other more advanced
topics. For example, this chapter explains how to control when your messages are sent, how
to save a copy of sent messages in specific folders, and how to work with attachments.

You'll discover how to add more than just plain text to your messages by working with graph-
ics, hyperlinks, files, attachments, and electronic business cards. As this chapter explains, you
can also spruce up your messages by using stationery, which allows you to assign a theme to
your messages. Outlook provides a choice of stationery, or you can create your own. You'll
also learn how to automatically attach a text signature or an electronic business card to each
message you send.

Working with Messages

This section of the chapter offers a primer to bring you up to speed on Outlook’s basic mes-
saging capabilities. It focuses on topics that relate to all types of e-mail accounts. The Inbox
is the place to start learning about Outlook, so launch the program and open the Inbox
folder. The next section explains how to work with message forms.
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Note |If you haven't added e-mail accounts to your profile, see the appropriate chapter for
details. Chapter 6, “Using Internet Mail,” explains how to configure POP3, IMAR and HTTP
accounts; Chapter 34, “Configuring the Exchange Server Client,” explains how to configure
the Microsoft Exchange Server client.
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Opening a Standard Message Form
You can begin a new message in Outlook using any one of these methods:

Choose File, New, Mail Message.
With the Inbox open, click New on the message form toolbar.
Click the down arrow beside the New button on the message form toolbar and choose
Mail Message.
With the Inbox open, press Ctrl+N.
Outlook uses Microsoft Word as the default e-mail editor. When you begin a new message,

Word starts and displays the Untitled Message form shown in Figure 7-1. If you've chosen
Outlook as your default message editor instead of Word, Outlook displays the message form

shown in Figure 7-2.

! fle Edt View Insert Format Tooks  Table  indow Help Type & question For help |+ %

ii=iSend | Accounts~ | ]l ~ | [@h B2 ¢ B | ¥ | (5] 2] optiors... ~ | HTML

1L Ta.. |

e

I Bec,

Subject:

== (Fe BIQ%%EEEEH
—

4o we

Figure 7-1. You use this standard message form when Word is the default editor.
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£8 Untitled - Message (HTML) [ [=1[E3]
P Fls Edt View Insert Format Tools  Actions  Help ~
i id5end | Accounts ~ | el (4 B (& 0 |8 4 T 3| ¥ |0 optons. A | @ S
- g
=3
o
<
o

Subject:

Figure 7-2. You use this standard message form when Outlook is the default editor.

\,

Configuring Your E-Mail Editor and Viewer

You can specify the application you want to use for creating, editing, and viewing mes-
sages. To locate these settings, choose Tools, Options and click the Mail Format tab. By
default, Outlook uses Word as the e-mail editor for creating and editing messages. If you
prefer, however, you can use Outlook as your editor. It takes slightly longer to begin compos-
ing a message when Word is the editor, because Outlook must start Word if it is not already
running. If you work primarily with plain-text messages and don’t use text formatting or
graphics in messages, using Outlook as your default e-mail editor speeds up the process.
You can also specify whether to use Word or Outlook for reading rich-text messages.

For an explanation of plain-text and rich-text formats, see “Formatting Text in Messages,” page 194.

On the Mail Format tab of the Options dialog box, you can adjust the following settings:

Use Microsoft Office Word 2003 To Edit E-Mail Messages Select this option to
specify Word as the default e-mail editor. Clear the option to use Outlook as the editor.
Use Microsoft Office Word 2003 To Read Rich Text E-Mail Messages Select this
option to use Word to read rich-text messages. Clear the option to use Outlook
instead.

Addressing Messages

Outlook’s address books make it easy to address messages. When you want to send a message
to someone whose address is stored in one of your local address books or an address list on
the server, you can click in the To box on the message form and type the recipient’s name—
you don’t have to enter the entire address. When you send the message, Outlook checks the
name, locates the correct address, and adds it to the message. If multiple addresses match the
name you specify, Outlook shows all the matches and prompts you to select the appropriate
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one. If you want to send a message to someone whose address isn’t in any of your address
books, you need to type the full address in the To box. Alternatively, you can open a personal
address book (PAB), add the address so that it will be available in the future, and then select
it from there.

L 1aydeyn

For more information about Outlook address books, see Chapter 5, “Managing Address Books and
Distribution Lists.

Tip Outlook can check the names and addresses of message recipients before you send
the message. Enter the names in the To box and click the Check Names button on the mes-
sage form toolbar to perform this action.

To open the address book (see Figure 7-3), click an Address Book icon (To, Cc, or Bcc) beside
an address box on the message form. Outlook opens the Select Names dialog box, which you
can use to address the message.

Select Names E

Type Name or Select From List: Shi

Hame Business Phone | O...  Title | Company
Chris Gray ~
Chris Hil
Christis Moon
Conference Room |
Corinna Balender

Jane Clayton
Janice Galvin
JefF Henshaw
JefF Price v

< >
Message Recipients

Figure 7-3. In the Select Names dialog box, you can select addresses from the address
book.

Follow these steps to select addresses in this dialog box and add them to your message:

In the Show Names From The drop-down list, select the address list you want to view.

Select a name from the list, and click To, Cc, or Bcc to add the selected address to the
specified address box.

Continue this process to add more recipients if necessary. Click OK when you're satis-
fied with the list.

170

Part 2: Messaging




Sending and Receiving Messages

Tip You can include multiple recipients in each address box on the message form. If
you're typing the addresses yourself, separate them with a semicolon.

Chapter 7

Including Carbon Copies and Blind Carbon Copies

You can direct a single message to multiple recipients either by including multiple addresses
in the To box on the message form or by using the Cc (Carbon Copy) and Bec (Blind Carbon
Copy) boxes. The Cc box appears by default on message forms, but the Bec box does not. To
display the Bee box, in Word click the down arrow beside Options on the message form tool-
bar and choose Bcc, or choose View, Bce in Outlook. You use the Cc and Bec boxes the same
way you use the To box: type a name or address in the box, or click the Address Book icon
beside the box to open the address book.

Tip Hide addresses when necessary

The names contained in the To and Cc boxes of your message are visible to all recipients
of the message. If you're using a distribution list, Outlook converts the names on the list to
individual addresses, exposing those addresses to the recipients. If you want to hide the
names of one or more recipients or don’t want distribution lists exposed, place those
names in the Bcc box.

Copying Someone on All Messages

In some situations you might want every outgoing message to be copied to a particular per-
son. For example, maybe you manage a small staff and want all of their outgoing messages
copied to you. Or, perhaps you want to send a copy of all of your outgoing messages to your-
self at a separate e-mail account.

Rules you create with Outlook’s Rules Wizard can process outgoing messages as well as
incoming ones. One way to ensure a recipient is copied on all outgoing messages is to add a
rule that automatically adds the recipient to the message’s Cc field. Follow these steps to do so:

Choose Tools, Rules Wizard to begin creating the rule.

Click New, choose Start From A Blank Rule, choose Check Messages After Sending,
and click Next.

Click Next again without choosing any conditions to cause the rule to be used for all
messages.

Select the action Cc The Message To People Or Distribution List, then click the under-
lined link in the Rule Description box and enter the Cc recipient’s address.

Click Next and set exceptions as needed, and then click Finish.
Unfortunately, Outlook doesn’t offer a Bec action for the rule. The add-on Always BCC for
Outlook, available at http://www.sperrysoftware.com/jcAlwaysBCC.asp, lets you automatically

add a Bec recipient and is designed to work with the Outlook E-Mail Security Update for
Outlook 2000, and the same features built into Microsoft Outlook 2002 and Outlook 2003.
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Use Templates and Custom Forms for Addressing

A rule is handy for copying all messages—or only certain messages—to one or more people,
as explained in the previous section. Distribution lists are handy for addressing a message to
a group of people without entering the address for each person.

L 1aydeyn

If you regularly send the same message to the same people, but want to specify some on the
To field, others in the Cc field, and still others in the Bcc field, distribution lists and rules
won’t do the trick. Instead, you can use a template or a custom form to send the message. You
create the form or template ahead of time with the addresses in the desired fields, then open
that item, complete it, and send it on its way. Use the following steps to create and use a tem-
plate for this purpose:

In Outlook, start a new message.
Enter the e-mail or distribution list addresses as needed in the To, Cc, and Bec fields.

Enter any other information that remains the same each time you send the message,
such as subject or boilerplate text in the body of the message.

Choose File, Save As.

In the Save As dialog box, choose Outlook Template (OFT) from the Save As Type
drop-down list.

Enter a name in the File Name field, and if you want to use a location other than your
Templates folder, choose a path for the template.

Click Save to save the template.
Close the message form and click No when prompted to save changes.

When it’s time to create the message, choose Tools, Forms, Choose A Form to open
the Choose Form dialog box (see Figure 7-4).

Choose Form E

i Browse, .. | ‘E |

Ci\Documents and SettingsichillApplication DataiMicrosoft) Templatest*, oft

lates in File

Look In: (M T

Expense Report
Quarterly Sales Report

Display name: | Expense Report
File name: Expense Report,oft

Figure 7-4. Open the template from the Choose Form dialog box.

Choose User Templates In File System from the Look In drop-down list, choose the
template you created in step 7, and click Open.

Add any other recipients of message content and click Send to send it.
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Tip If you use the default Template folder for your templates, you won’t have to browse

. . ~
for them when you choose the User Templates In File System option. 5
s
©
S
See Chapter 23, “Using Templates,” for more information on using templates in Outlook, and Chapter 24,
“Designing and Using Forms,” for details on creating and using custom forms.
Using Word to Compose Messages
Using Word as the default e-mail editor means you can take advantage of all Word’s format-
ting, graphics, and other capabilities to create rich-text, multimedia messages. For example,
you can use character and paragraph formatting, bulleted lists, automatic numbered lists,
animated text, graphics, and other Word features to create dynamic messages (see Figure 7-5).
If Outlook is set up to use Word as your default editor, simply open a new message form and
begin creating the message, using any Word features you need.
ilﬂ'urd's Rich Text and HTML Capabilities - Message
i Fle Edit View Insert Format Tools  Table window  Help Type & question for help |+ 3¢
ii=iSend | Accounts~ | ] ~ | [@h B[4 ¥ B | ¥ | (] 2 options... - | HTML B
1L To
[ e
[ Bec,.
Subject: wword's Rich Text and HTML Capabilities
H=PE 2, | Al -0 -A- B 7O |EE=
Word rakes i sasy to acd FTCI-C€XE ang other slements to s message. You
can format characters using d iffer‘en‘l’ fon‘l’s, colors, and other special
characters.
What about patagraph fovmatting?
1. How about numbered lists?
2. They can be really handy.
+ Bulleted lists help you get a paoint across *
+  So make your point! ©
Figure 7-5. With Word as your editor, you have additional options for creating rich-text
messages.
For information on specifying Word as the default e-mail editor, see the sidebar “Configuring Your E-Mail
Editor and Viewer,” page 169.
You can also create messages when you start Word outside Outlook by following these steps:
With Word open, create the message in the body of the document.
Choose File, Send To, Mail Recipient. Word displays a message form with To, Cc, and
Subject boxes.
Address the message and click Send when the message is complete.
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@ Troubleshooting \

The e-mail headers won’t go away in Word

L 1aydeyn

When you’re working in Word and you choose File, Send To, Mail Recipient, Word displays
an e-mail toolbar with From, To, Cc, Bcc, and Subject headers. This lets you address a mes-
sage and send the current document as the body of the message. If you decide not to send
the message after all and want to continue editing the document, you could make the head-
ers go away by shutting down Word, restarting, and reopening the document. However,
there is a much easier way: just choose File, Send To, Mail Recipient again. This command
acts like a toggle to turn the e-mail toolbar on and off.

Specifying Message Priority and Sensitivity

By default, new messages that you create in either Outlook or Word have their priority set to
Normal. You might want to change the priority to High for important or time-sensitive
messages or to Low for nonwork mail or other messages that have relatively less importance.
Outlook displays an icon in the Importance column of the recipient’s Inbox to indicate High
or Low priority. (For messages with Normal priority, no icon is displayed.)

The easiest way to set message priority is by using the toolbar in the message form. Click the
High Priority button (which has an exclamation point icon) to specify High priority. Click
the Low Priority button (which has a down arrow icon) to specify Low priority. To set the pri-
ority back to Normal, click the selected priority again to remove the highlight around the
button (see Figure 7-6). You can also click Options on the toolbar and set the message prior-
ity in the Message Options dialog box. In the Message Settings section of the dialog box,
choose the priority level from the Importance drop-down list.

iCnnlrul revisions - Message E]@E

! Fle Edt View Insert Format Tools  Table indow  Help Type & question for help |+ %

i i=15end | Accounts~ | il ~ | [ B —ém@ ¥ | 2% | 2] options... | HTHL -
L To... Caron Micols

Wce...

[ B,

Subject: Contract revisions

H=R=] 24, | rial -0 -A- B 70 |EE=E

Hi Micale,

Please submit the revisions agap.

Thanks - Chris

4w (L

Figure 7-6. Outlook highlights the appropriate priority button to provide a visual indicator of
the message’s priority.
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You also can specify a message’s sensitivity, choosing a Normal (the default), Personal, Private,
or Confidential sensitivity level. Setting sensitivity adds a tag to the message that displays the
sensitivity level you've selected. This helps the recipient see at a glance how you want the mes-
sage to be treated. To set sensitivity, click Options on the message form toolbar and select the
sensitivity level from the Sensitivity drop-down list.

Chapter 7

Saving a Message to Send Later

Although you can create some messages in a matter of seconds, others can take considerably
longer—particularly if you're using formatting or special features or if youre composing a
lengthy message. If you're interrupted while composing a message, or if you simply want to
leave the message to finish later, you can save the message in your Drafts folder. Later, when
you have time, you can reopen the message, complete it, and send it. Choose File, Save in the
message form to have Outlook save the message to the Drafts folder (see Figure 7-7). When

you’re ready to work on the message again, open the Drafts folder and double-click the mes-
sage to open it.

To learn how to configure Outlook to automatically save a copy of messages you send, see “Saving
Messages Automatically,” page 190.

Drafts - Microsoft Outlook 2003 (=153
i Fle Edt Wew Go Tools Actions  Help Type a question for help |«
iqtew v | 4 3 X | FuBeply S8Replyto Al (3 Forward | Y sendfReceive + | oFind (S [ Typeacontacttofind - | (@) H
84| @eack @ | (A[H]I3) 9 [ F] sentTo RN
[ Folder List Drafts " =
&l Folders arranged By: Date Newest on tap Contract revisions
= 2 Maibone - Chris il 2| 53
T calendar ward's Rich Text and HTML Capabilities

) (5] Conkacts
3 Deleted Ttems (0
(7| Dratts [3]
= [ Inbox (3) o Hane
[ Aurora Hi, Nicole
& Journal . B
L@ Junk E-mail Please submit the revisions asap
o | Motes )
L3 Outhox Thanks - Chris
[ Sent Items
& [ Sync Issues
] Tasks
@ [ search Folders
@ 5 archive Folders
& My IMAP Server
@ 3 Public Folders

Caron Micole

Fulder Sizes o
< N

) Mail
09 L. (g 2

3 Ttems All folders are up to date. | O] Connected ~

Figure 7-7. Messages in progress are kept in the Drafts folder.

Tip You also can choose File, Save As to save a message as a Word document (or in
another document format) outside your Outlook folders.
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Setting Sending Options

In the Advanced E-Mail Options dialog box (see Figure 7-8), you can configure various
options that affect how Outlook sends e-mail messages. To open this dialog box, choose
Tools, Options and click E-Mail Options on the Preferences tab. In the E-Mail Options dialog
box, click Advanced E-Mail Options.
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For details on specifying which account is used to send a message, see “Sending Messages Using a
Specific Account,” page 161.

Advanced E-mail Options
Save messages

Save unsent items in: | BTN

AutoSave unsent every: |3 minutes

[]1n Folders ather than the Inbosx, save replies with original message
Save Forwarded messages

When new ltems artive

Play a sound

Briefly change the mause cursor

Show an envelope icon in the syskem tray

Display a Desktop Alert:

Desktop Alsrt Settings...

wihen sending a message

Set importance: |Normal v
Set sensitivity: | Normal v
[IMessages expire after: days

[ Allows comma as address ssparator

Automatic name checking

Delete meeting request from Inbox when responding
Suggest names while completing Ta, Cc, and Bec fields

[[] add propetties to attachments to enable Reply with Changes

Figure 7-8. You can choose options for sending messages in the Advanced E-Mail Options
dialog box.

In the Advanced E-Mail Options dialog box, you can modify the following settings:

Set Importance This option sets the default importance, or priority level for all new
messages. When you compose a message, you can override this setting by clicking the
High Priority button or the Low Priority button on the toolbar in the message form or
by clicking Options on the toolbar and setting the priority in the Message Options dia-
log box. The default setting is Normal.

Set Sensitivity This option sets the default sensitivity level for all new messages.
When you compose a message, you can override this setting by clicking Options on the
toolbar and setting the sensitivity level in the Message Options dialog box.

Message Expires After n Days This option causes the messages to expire after the
specified number of days. The message appears in strikethrough in the recipient’s
mailbox at that time.

Allow Comma As Address Separator If this check box is selected, you can use com-
mas as well as semicolons in the To, Cc, and Bcc boxes of a message form to separate
addresses.
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Automatic Name Checking Select this check box to have Outlook attempt to match
names to e-mail addresses. Verified addresses are underlined, and those for which Out-
look finds multiple matches are underscored by a red wavy line. When multiple
matches exist and you've used a particular address before, Outlook underscores the
name with a green dashed line to indicate that other choices are available.

~
=
(]
<
o
©
<
o

177

Part 2: Messaging

Delete Meeting Request From Inbox When Responding  Select this check box to have
Outlook delete a meeting request from your Inbox when you respond to the request. If
you accept the meeting, Outlook enters the meeting in your calendar. Clear this check
box if you want to retain the meeting request in your Inbox.

Suggest Names While Completing To, Cc, And Bcc Fields When this check box is
selected, Outlook completes addresses as you type them in the To, Cc, and Bcc boxes of
the message form. Clear this check box to turn off this automatic completion. See
Chapter 5, “Managing Address Books and Distribution Lists,” for more information on
the address nickname cache and how to work with it.

Add Properties To Attachments To Enable Reply With Changes When this check
box is selected, Outlook adds properties to the attached documents of outgoing mes-
sages that allow the recipient to reply to the message with changes.

Note Other options in the Advanced E-Mail Options dialog box are explained in other loca-
tions in this book, including in the following sections.

Controlling When Messages Are Sent

To specify when Outlook should send messages, choose Tools, Options and click Mail Setup
to locate the Send Immediately When Connected option. With this option selected, Outlook
sends messages as soon as you click Send, provided Outlook is online. If Outlook is offline,
the messages go into the Outbox until you process them with a send/receive operation
(which is also what happens if you do not select this option).

Requesting Delivery and Read Receipts

Regardless of which e-mail editor you use, you can request a delivery receipt or a read receipt
for any message. Both types of receipts are messages that are delivered back to you after you
send your message. A delivery receipt indicates the date and time your message was delivered
to the recipient’s mail server. A read receipt indicates the date and time the recipient opened
the message.

Specifying that you want a delivery receipt or read receipt for a message doesn’t guarantee
that you're going to get one. The recipient’s mail server or mail client might not support
delivery and read receipts. The recipient might have configured his or her e-mail client to
automatically reject requests for receipts, or the recipient might answer No when prompted
to send a receipt. If you receive a receipt, it’s a good indication that the message was delivered
or read. If you don’t receive a receipt, however, don’t assume that the message wasn’t deliv-
ered or read. A message receipt serves only as a positive notification, not a negative one.
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To request receipts for a message you're composing, click the Options button on the message
form toolbar to display the Message Options dialog box (see Figure 7-9). You'll find the deliv-
ery and read receipt options in the Voting And Tracking Options group.

Message Options E

Message settings Security
TR 3 Change security settings for this message.

Sensitivity: | Wormal v Security Settings...

Voting and Tracking options

L 1aydeyn

[[Use voting buttons: hd
[[Irequest a delivery receipt for this message
[CIrequest a read receipt For this message

Delivery options

@ [THave replies sent ta: Select Mames...
[#] 5ave sent message ka: | Sent Thems

[[Joo not deliver before:
[C1Expires after:
Attachment Format: Default v

Encgding: Auto-Select v

Close

Figure 7-9. Use the Message Options dialog box to request a delivery receipt, a read
receipt, or both.

Using Message Tracking and Receipts Options

You can set options to determine how Outlook handles delivery and read receipts by default.
Choose Tools, Options and click E-Mail Options on the Preferences tab. In the E-Mail
Options dialog box, click Tracking Options to display the Tracking Options dialog box,
shown in Figure 7-10, where you’ll find the options discussed in this section.

Tracking Options E

Oplions

Use these options to verify the date and time a message has
@% been received by the recipient.

Process receipts on arrival

|:| After processing, move receipts to

[ oelete blank voting and meeting responses after processing
For all messages I send, request:

[Iread recsipt

[ oelivery receipt
Use this option to decide how to respond to requests for read
receipts, Only applies to Internet Mail accounts,

(O always send a response

() Mever send a responss

(%) ask me before sending a response

[ Ok ][ Cancel ]

Figure 7-10. Process receipts and responses in the Tracking Options dialog box.
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The following options control how Outlook requests read receipts and how the receipts are
processed after they are received:

Process Requests And Responses On Arrival Select this check box to have Outlook
process all message receipt requests and responses when they arrive.
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Process Receipts On Arrival ~ Select this check box to have Outlook generate received/
read receipts when messages come in requesting them. Clear this check box to have
Outlook prompt you for each receipt.

After Processing, Move Receipts To  Select this check box to have Outlook move
receipts from the Inbox to the specified folder.

For All Messages I Send, Request Read Receipt ~ Select this check box to have Outlook
request a read receipt for each message you send. When you compose a message, you
can override this setting; to do so, click the Options button on the message form toolbar.

For All Messages I Send, Request Delivery Receipt  Select this check box to have Out-
look request a delivery receipt for each message you send. (Note that this option is not
available for messages that are sent through Internet e-mail accounts.)

These three options in the Tracking Options dialog box let you control how Outlook
responds to requests from others for read receipts on messages you receive, and they apply to
Internet mail accounts only:

Always Send A Response When this option is selected, Outlook always sends a read
receipt to any senders who request one. Outlook generates the read receipt when you
open the message.

Never Send A Response  Select this option to prevent Outlook from sending read
receipts to senders who request them. Outlook will not prompt you regarding receipts.

Ask Me Before Sending A Response  Selecting this option lets you control, on a
message-by-message basis, whether Outlook sends read receipts. When you open a
message for which the sender has requested a read receipt, Outlook prompts you to
authorize the receipt. If you click Yes, Outlook generates and sends the receipt. If you
click No, Outlook doesn’t create or send a receipt.

Note The Delete Blank Voting And Meeting Responses After Processing check box, if
selected, causes Outlook to delete voting and meeting requests that contain no comments.
Instead, Outlook processes these automatically. See Chapter 35, “Messaging with
Exchange Server,” to learn more about voting, and Chapter 19, “Scheduling Appointments,”
to learn about the Calendar and scheduling meetings.

Sending a Message for Review

If you compose a message from Word (that is, you started Word outside Outlook), you have
the ability to send the message as a document for review. You might use this feature if you're
collaborating on a document with others or incorporating their comments into the final

draft. Recipients can review the document and add comments, which they send back to you.
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They also can incorporate the changes directly in the document, which lets them take advan-
tage of Word’s revision marks feature. To send a document for review, open the document
in Word and choose File, Send To, Mail Recipient (For Review).
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For more detailed information on sending documents for review, see Microsoft Office Word 2003 Inside
Out, by Mary Millhollon and Katherine Murray (Microsoft Press, 2003).

Sending a Message as an Attachment

If you compose a message using Word as the e-mail editor, you can send the message as an
attachment rather than the body of the message. For example, you might be working on a
long document that you would prefer to send as an intact DOC file. If that’s the case, with the
document open in Word, choose File, Send To, Mail Recipient (As Attachment).

Sending to a Routing Recipient

Another option that’s available when you use Word as your e-mail editor is routing a docu-
ment to a group of users, either one at a time or all at the same time. For example, you might
need to send a document to three recipients for each person’s approval. Or you might want to
route a document to all the members of a group in a specific sequence, giving each member
a chance to review both the document and the comments of earlier reviewers. Routing slips
allow you to accomplish either of these tasks.

Follow these steps to use a routing slip:

In Word, compose the message and choose File, Send To, Routing Recipient.

Outlook displays a message indicating that another program (Word) is attempting to
access addresses you have stored in Outlook. When you click Yes to allow Word to read
your addresses, the Routing Slip dialog box is displayed (see Figure 7-11).

Routing Slip @
From: Chris Hill
To: - Antan Kiriloy
- Baris Cetinok
- Chris Cannon
- Corinna Bolender * ear

Syed Abbas

s

Move

Routing: Documentl

Subject:

Message bext:

Pleass review these specs and add your comments/return, Thanks!

Routs to recipients
(® Qne after another O all at once

Return when done Track status

Protect for: Tracked changes | %

Figure 7-11. Use the Routing Slip dialog box to route a message to multiple
recipients.
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Click Address and add the addresses of all recipients to whom you want to send the
message. If you want the message to be routed to the recipients in sequence (the One
After Another option at the bottom of the dialog box), select the addresses in the order
in which you want the recipients to receive the message.
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Tip If you prefer, you can add the addresses to the Routing Slip dialog box in any order.
Then you can use the Move arrow buttons to change the routing order, as indicated in
Figure 7-11.

Specify the subject and the message text for the routing slip, and then select from the
following options:

One After Another Outlook sends the message only to the first recipient on
the list. That recipient then uses the routing slip to route the message to the next
person on the list.

All At Once Outlook sends the message to all recipients on the routing list at
the same time.

Return When Done  Outlook automatically returns the routed document to
you when the last recipient closes it.

Track Status  Outlook delivers an e-mail message to you each time a recipient
sends the document to another person on the routing list.

Protect For In the drop-down list, select Comments to allow recipients to
insert comments but not to modify the document. Select Tracked Changes to
turn on revision marks and allow recipients to insert changes using revision
marks. Select Forms if you're routing a form that you want recipients to fill out,
but you don’t want them to modify the form itself. Select None if you don’t want
to track any changes.

Click Add Slip to add the routing slip, and then click Send to send the document.

You'll probably find that Outlook displays a security warning dialog box indicating that a
program is trying to access your e-mail addresses. That program is Word. Just click Yes to
allow Word to access your Address Book. If you use Exchange Server, see “Enabling Applica-
tions to Send E-Mail with Outlook,” page 825, to learn how to configure security options on
the server to bypass this warning.

To learn more about sending documents using a routing slip, see Microsoft Office Word 2003 Inside Out,
by Mary Millhollon and Katherine Murray (Microsoft Press, 2003).
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Replying to Messages

When you reply to a message, Outlook sends your reply to the person who sent you the mes-
sage. Replying to a message is simple: select the message in the Inbox, and then click the Reply
button on the Standard toolbar; choose Actions, Reply; or press Ctrl+R. Outlook opens a
message form and, depending on how you have configured Outlook for replies, can also
include the original message content in various formats.
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If the message to which you're replying was originally sent to multiple recipients and you
want to send your reply to all of them, click Reply All; choose Actions, Reply To All; or press
Ctrl+Shift+R.

For more information about message replies, see “Using Other Reply and Forwarding Options,” below.

Tip Hide the recipients list

When you use Reply All, Outlook places all the addresses in the To box. If you don’t want
the recipients list to be visible, use the Bcc box to send blind carbon copies. To do this,
click Reply All, highlight the addresses in the To box, and cut them. Then click in the Bcc box
and paste the addresses there.

Forwarding Messages

In addition to replying to a message, you can forward the message to one or more recipients.
To forward a message, select the message header in the message folder (Inbox or other), and
then click Forward on the message form toolbar; choose Actions, Forward; or press Ctrl+F.

Outlook opens a new message form and either incorporates the original message in the body
of the current one or attaches it to the new message.

If you forward a single message, Outlook by default forwards the original message in the
body of your new message, and you can add your own comments. If you prefer, however, you
can configure Outlook to forward messages as attachments rather than including them in the
body of your messages.

For information about options for forwarding, see “Using Other Reply and Forwarding Options,” below.

Note If you select multiple messages and click Forward, Outlook sends the messages as
attachments rather than including them in the body of your message.

Using Other Reply and Forwarding Options

You can change how Outlook handles and formats message replies and forwarded messages.
These options are found in the E-Mail Options dialog box, shown in Figure 7-12.
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E-mail Options @

Message handiing

After moving or deleting an gpen item: |EENTETTCR DL
[[] clnse ariginal message on reply or Forward

Save copies of messages in Sent Items folder

~
=
(]
<
o
©
<
o

183

Part 2: Messaging

Automatically save unsent messages
Remove extra line breaks in plain text messages
[JRead all standard mail in plain kext

[ avanced £-mail Cptions... | [ Tracking optiars... |

On replies and forwards
€= Ywhen replying to a message
=98 [[dude orignal message text v
when Forwarding a message
Include original message text v

] Mark my comments with:

Figure 7-12. You can set options for message replies and forwarded messages in the E-Mail
Options dialog box.

To open this dialog box, choose Tools, Options and click E-Mail Options on the Preferences
tab. You can then view or set the following options that affect replies and forwards:

Close Original Message On Reply Or Forward  Select this check box to have Outlook
close the message form when you click Reply or Forward. Clear this check box to have
Outlook leave the message form open. If you frequently forward the same message
with different comments to different recipients, it’s useful to have Outlook leave the
message open so that you don’t have to open it again to perform the next forward.

When Replying To A Message Use this drop-down list to specify how Outlook han-
dles the original message text when you reply to a message. You can choose to have
Outlook generate a clean reply without the current message text, include the text with-
out changes, or include but indent the text, for example. Note that you can either
include the original message text in the body of your reply or add it to the message as
an attachment.

When Forwarding A Message Use this drop-down list to specify how Outlook han-
dles the original message text when you forward a message. You can, for example,
include the message in the body of the forwarded message or add it as an attachment.

Prefix Each Line With If you select Prefix Each Line Of The Original Message in the
When Replying To A Message drop-down list or the When Forwarding A Message
drop-down list, you can use this box to specify the character Outlook uses to prefix
each line of the original message in the body of the reply or forwarded message. The
default is an angle bracket (>) and a space, but you can use one or more characters of
your choice.

Mark My Comments With  Select this check box and enter a name or other text in the
associated box. Outlook will add the specified text to mark your typed comments in
the body of a message that you are replying to or forwarding. This option has no effect
if you're using Word as your e-mail editor, because Word uses revision marks for doc-
ument annotation.
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For more details on replying to and forwarding messages, see “Replying to Messages” and “Forwarding
Messages,” page 182.
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Troubleshooting

You can’t forward a single message as an attachment

In Outlook 2003, you can send documents from other Microsoft Office applications as
attachments, and you can forward multiple messages in Outlook as attachments. However,
sending a single message as an attachment rather than including it in the body of the
message in Outlook requires that you either reconfigure Outlook’s default behavior before
forwarding the message or use a workaround.

To change Outlook’s default behavior so that it sends a single message as an attachment
when you forward it, choose Tools, Options, E-Mail Options. In the When Forwarding A Mes-
sage drop-down list, select Attach Original Message and click OK. This setting now applies
to all messages you forward, not just the current one.

If you want to override Outlook’s default behavior for the current message only, use one of
these two workarounds. One method is to select two messages to forward and then, in the
message form, delete the attached message that you don’t want to include. A second
method is to compose a new message and choose Insert, Item to insert the message (or
any other Outlook item).

Controlling Synchronization and
Send/Receive Times
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Outlook uses send and receive groups (or send/receive groups) to control when messages are
sent and received for specific e-mail accounts. You can also use send/receive groups to define
the types of items that Outlook synchronizes. Synchronization is the process in which Out-
look synchronizes the local copy of your folders with your Exchange Server message store.
For example, assume that while you've been working offline you have created several new
e-mail messages and scheduled a few events. You connect to the Exchange Server and per-
form a synchronization. Outlook uploads to your Exchange Server the changes you made
locally and also downloads changes from the server to your local store, such as downloading
messages that have been delivered to your Inbox on the server.

Send/receive groups allow you to be flexible in controlling which functions Outlook per-
forms for synchronization. For example, you can set up a send/receive group for your
Exchange Server account that synchronizes only your Inbox and not your other folders, for
those times when you simply want to perform a quick check of your mail.

Send/receive groups also are handy for helping you manage different types of accounts. For
example, if you integrate your personal and work e-mail into a single profile, you can use
send/receive groups to control when each type of mail is processed. You might create one
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send/receive group for your personal accounts and another for your work accounts. You can
also use send/receive groups to limit network traffic to certain times of the day. For example,
if your organization limits Internet connectivity to specific times, you could use send/receive
groups to schedule your Internet accounts to synchronize during the allowed times.
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Think of send/receive groups as a way to collect various accounts into groups and assign to
each group specific send/receive and synchronization behavior. You can create multiple send/
receive groups, and you can include the same account in multiple groups if needed.

Setting Up Send/Receive Groups

To set up or modify send/receive groups in Outlook, choose Tools, Send/Receive, Send/
Receive Settings, Define Send/Receive Groups. Outlook displays the Send/Receive Groups
dialog box, shown in Figure 7-13. By default, Outlook sets up one group named All Accounts
and configures it to send and receive when online and offline. You can modify or remove that
group, add others, and configure other send/receive behavior in the Send/Receive Groups
dialog box.

Se_ndJRer:eive Groups E]E

@i, A SerdRecelvs group contsins » callsction o OLtlosk.sccounts and

{qa]  folders. Vou can speciy the tasks that wil be performed on the group
during & sendjreceive. You can also specify different aroup optins for
when Outlook is anline and offiine.

Group Name SendjReceive when

All Accounts Gnline and Offline

Remove
Rename

Setting for group "All Accaunts”
Wwhen Outlook s Oniine

Include this group in send]receive (F2),
[[]5cheduls an automatic sendjreceive svary | 5 3 minutes.

[IPerform an automatic send/receive when exiting.
when Outlook is Offling

Includs this group in sendfreceivs (F3),

[Jschedule an automatic sendjreceive every | S % minutes,

Close

Figure 7-13. You can specify send/receive actions in the Send/Receive Groups dialog box.

When you select a group from the Group Name list, Outlook displays the associated settings
in the Setting For Group area of the dialog box:

Include This Group In Send/Receive (F9) Select this check box to have Outlook pro-
cess accounts in the selected group when you click Send/Receive on the message form
toolbar or press F9. Outlook provides this option for both online and offline behavior.

Schedule An Automatic Send/Receive Every n Minutes Select this check box to have
Outlook check the accounts in the selected group every n minutes. The default is
5 minutes. Outlook provides this option for both online and offline behavior.
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Perform An Automatic Send/Receive When Exiting  Select this check box to have
Outlook process the accounts in the selected group when you exit Outlook from an
online session.
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Creating New Groups

Although you could modify the All Accounts group to process only selected accounts, it’s bet-
ter to create other groups as needed and leave All Accounts “as is” for those times when you
do want to process all your e-mail accounts together.

Follow these steps to create a new group:

In Outlook, choose Tools, Send/Receive Settings, Define Send/Receive Groups.

Click New, type the name for the group as you want it to appear on the Send/Receive
submenu, and click OK. Outlook displays the Send/Receive Settings dialog box, shown
in Figure 7-14.

Send/Receive Settings - All Accounts @

Accounts Include the selected account in this group Account Properties. ..
@ Account Options
Selsct the options you wank For the selected account
Microsaft Bchia... Send mail fems [ Make fFolder home pages avalable offine
Receive mal items [ synchronize Forms
¢ Download offiine address book
&
Fersonal Mail Ac... address Book Settings. .
Folder Options
Check folders from the selected account o include in sendfraceive
=1 &3 Mailbox - Chris Hil ~
] calendar
® W85 Contacts

&) Deleted Items (3)
LA prafts [2]
WIL 3 Inbox (7)
148 Journal
WIS Junk E-mail
[l Motes
VI Outbox [1]
I Sent Items
2] Tasks (1) ~

Figure 7-14. You can configure account processing in the Send/Receive Set-
tings dialog box.

In the Accounts bar on the left, click the account you want to configure. By default, all
accounts in the group are excluded from synchronization, indicated by the red X on
the account icon.

Select the Include The Selected Account In This Group check box to activate the
remaining options in the dialog box and to have the account included when you pro-
cess messages for the selected group.

In the Check Folders From The Selected Account To Include In Send/Receive list,
select the check box beside each folder that you want Outlook to synchronize when
processing this group.
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Select other settings, using the following list as a guide:

Send Mail Items  Select this check box to have Outlook send outgoing mail for
this account when a send/receive action occurs for the group.
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Receive Mail Items  Select this check box to have Outlook retrieve incoming
mail for this account when a send/receive action occurs for the group.

Make Folder Home Pages Available Offline  This check box has Outlook cache
folder home pages offline so that they are available to you any time.

Synchronize Forms  Select this check box to have Outlook synchronize
changes to forms that have been made locally as well as changes that have been
made on the server.

Download Offline Address Book When this check box is selected, Outlook
updates the offline address book when a send/receive action occurs for the
group.

Get Folder Unread Count For IMAP accounts only, you can select this option
to have Outlook get the number of unread messages from the server.

If you need to apply filters or message size limits, do so. Otherwise, click OK and then
click Close to close the Send/Receive Groups dialog box.

For information on how to apply message size limits, see “Limiting Message Size,” below.

Note Other options for the send/receive group are explained in the following sections.

Modifying Existing Groups

You can modify existing send/receive groups in much the same way you create new ones.
Choose Tools, Send/Receive Settings, Define Send/Receive Groups. Select the group you want
to modify and click Edit. The settings you can modify are the same as those discussed in the
preceding section.

Limiting Message Size

You can also use the Send/Receive Settings dialog box to specify a limit on message size for
messages downloaded from the Inbox of the selected Exchange Server 2003 account. This
provides an easy way to control large messages that arrive in your Exchange Server account.
Rather than downloading messages that are larger than the specified limit, Outlook down-
loads only the headers. You can then mark the messages for download or deletion, or simply
double-click the message to download and open it.

Note Specifying a message size limit in the Send/Receive Settings dialog box doesn’t
affect the size of messages that you can receive on the server. It simply directs Outlook to
proccess them differently.
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Follow these steps to specify a message size limit for an Exchange Server 2003 account:

g Choose Tools, Send/Receive, Send/Receive Settings, Define Send/Receive Groups.
T . . .
3 Select a group to modify and click Edit.
~ ..
From the Accounts bar, select the Exchange Server account containing the folder for
which you want to set a message size limit.
Select a folder as shown in Figure 7-15.
Accpunts Inchucls the selectd account in this group
@ Account Options
Select the options you want for the selected account
Microsoft Excha... Send malllkems [ Make Folder home pages available offine
Receive mal tems [ synehranige farms
A Download offline address book
e
Folder Options
Check folders from the selected account to include in sendfreceive
= G5 Mailbox - Chris Hil || @ Download headers anly
H Calendar (7 Download complete item including
W8] Contacts attachments
3 Deleted Items (3}
7 prafts [2]
it inox IO
Figure 7-15. Select a folder and then set its parameters in the Send/Receive
Settings dialog box.
Specify the criteria you want to use to limit message download based on the following
option list, and click OK:
Download Headers Only Download only the message header and not the
message body or attachments.
Download Complete Item Including Attachments Download the entire mes-
sage including body and attachments.
Download Only Headers For Items Larger Than Download only headers for
messages over the specified size.
If you need to configure more advanced options or exercise a finer degree of control over the
size limit criteria, choose Tools, Rules Wizard. The Rules Wizard allows you to create a cus-
tom large message rule to suit your requirements.
For more details about working with message rules, see “Processing Messages Automatically,” page 224.
To learn how to control message size with Exchange 2000 Server and Exchange Server 5.5 accounts,
see, “Configuring Header Processing for Exchange 2000 or Earlier Versions,” page 935.
You can use a similar mechanism to control downloading of large messages from POP3
accounts. In this case, you can choose to download only message headers for messages larger
than a specified size.
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Follow these steps to configure POP3 message size filtering:

Choose Tools, Send/Receive Settings, Define Send/Receive Groups.
Select a group to modify and click Edit.
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From the Accounts bar, select the POP3 account for which you want to set a message
size limit.

Select the Download Only Headers For Items Larger Than nn KB check box, specify
the size limit, and click OK.

To retrieve a message with a large attachment from a POP3 server, mark the message to be
downloaded.

For details on using remote mail with POP3 accounts, see “Working with Message Headers,” page 331.

Scheduling Send/Receive Synchronization

You can schedule synchronization for each send/receive group separately, giving you quite a
bit of control over when Outlook processes your Inbox, Outbox, and other folders for syn-
chronization. You can configure Outlook to process each send/receive group on a periodic
basis and to process specific groups when you exit Outlook. For example, you might schedule
the All Accounts group to synchronize only when you exit Outlook, even though you’ve
scheduled a handful of other groups to process messages more frequently during the day.
Because you can create as many groups as needed and can place the same account in multiple
groups, you have a good deal of flexibility in determining when each account is processed.

Tip Simplify with Cached Exchange Mode

If you use an Exchange Server account, configure the account to use Cached Exchange
Mode (keep a local copy of the mailbox) and avoid the issue of synchronization altogether.
With Cached Exchange Mode enabled, Outlook handles synchronization on the fly, adjusting
to online or offline status as needed. See Chapter 1, “Outlook Architecture, Setup, and
Startup,” and Chapter 34, “Configuring the Exchange Server Client,” for discussion of
Cached Exchange Mode.

Configuring Send/Receive Schedules
Follow these steps to configure synchronization for each send/receive group:

Choose Tools, Send/Receive, Send/Receive Settings, Define Send/Receive Groups.

In the Send/Receive Groups dialog box, select the group for which you want to modify
the schedule.

In the Setting For Group area, select Schedule An Automatic Send/Receive Every n
Minutes, and then specify the number of minutes that should elapse between send/
receive events for the selected group. Set this option for both online and offline behavior.
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If you want the group to be processed when you exit Outlook, select Perform An
Automatic Send/Receive When Exiting.

You can use a combination of scheduled and manually initiated send/receive events to pro-
cess messages and accounts. For example, you can specify in the Send/Receive Group dialog
box that a given group (such as All Accounts) must be included when you click Send/Receive
or press F9 and then configure other accounts to process as scheduled. Thus some accounts
might process only when you manually initiate the send/receive event, and others might pro-
cess only by automatic execution. In addition, you can provide an overlap so that a specific
account processes manually as well as by schedule—simply include the account in multiple
groups with the appropriate settings for each group.
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Disabling Scheduled Send/Receive Processing

On occasion, you might want to disable scheduled send/receive events altogether. For exam-
ple, assume that you're working offline and don’t have a connection through which you can
check your accounts. In that situation, you can turn off scheduled send/receive processing
until a connection can be reestablished.

To disable scheduled send/receive processing, choose Tools, Send/Receive, Send/Receive Set-
tings, Disable Scheduled Send/Receive. Select this command again to enable the scheduled
processing.

Managing Messages and Attachments

Using Outlook’s e-mail features effectively requires more than understanding how to send
and receive messages. This section of the chapter helps you get your messages and attach-
ments under control.

Saving Messages Automatically

You can configure Outlook to save messages automatically in several ways—for example, sav-
ing the current message periodically or saving a copy of forwarded messages. You'll find most
of the following options in the E-Mail Options dialog box (shown earlier in Figure 7-12) and
in the Advanced E-Mail Options dialog box (shown earlier in Figure 7-8).

Automatically Save Unsent Messages (in the E-Mail Options dialog box) Use this
check box to have Outlook save unsent messages in the Drafts folder. Outlook by
default saves unsent messages to the Drafts folder every 3 minutes. Clear this check box
if you don’t want unsent messages saved in this folder.

Save Unsent Items In (in the Advanced E-Mail Options dialog box) Specify the
folder in which you want Outlook to save unsent items. The default location is the
Drafts folder.

AutoSave Unsent Every n Minutes (in the Advanced E-Mail Options dialog

box) Specify the frequency at which Outlook automatically saves unsent items to the
folder specified by the Save Unsent Items In setting. The default is 3 minutes.
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In Folders Other Than The Inbox, Save Replies With Original Message (in the
Advanced E-Mail Options dialog box) With this check box selected, Outlook saves a
copy of sent items to the Sent Items folder if the message originates from the Inbox
(new message, reply, or forward). If the message originates from a folder other than the
Inbox—such as a reply to a message stored in a different folder—OQutlook saves the
reply in the same folder as the original. If this option is cleared, Outlook saves all sent
items in the Sent Items folder.
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Note You can also use rules to control where Outlook places messages. For more informa-
tion on creating and using rules, see Chapter 8, “Filtering, Organizing, and Using Automatic
Responses.”

Save Forwarded Messages (in the Advanced E-Mail Options dialog box) Select this
check box to save a copy of all messages that you forward. Messages are saved in either
the Sent Items folder or the originating folder, depending on how you set the previous
option.

Retaining a Copy of Sent Messages

Keeping track of the messages you send can often be critical, particularly in a work setting.
Fortunately, with Outlook, you can automatically retain a copy of each message you send,
providing a record of when and to whom you sent the message.

By default, Outlook stores a copy of each sent message in the Sent Items folder. You can open
this folder and sort the items to locate messages based on any message criteria. You can view,
forward, move, and otherwise manage the contents of Sent Items just as you can with other
folders.

If you allow Outlook to save a copy of messages in the Sent Items folder, over time the sheer
volume of messages can overwhelm your system. You should therefore implement a means—
whether manual or automatic—to archive or clear out the contents of the Sent Items folder.
With the manual method, all you need to do is move or delete messages from the folder as
your needs dictate. If you want to automate the archival process, you can do so; for details on
how to automatically archive messages from any folder, see “Configuring the Automatic
Archiving of Items,” page 775. Follow these steps to specify whether Outlook retains a copy of
sent messages in the Sent Items folder:

Choose Tools, Options and click E-Mail Options on the Preferences tab.
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In the E-Mail Options dialog box (see Figure 7-16), select the Save Copies Of Messages
In Sent Items Folder check box to have Outlook retain sent messages. If you want to
prevent Outlook from keeping a copy of sent messages, clear this check box. Click OK.
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Figure 7-16. In the E-Mail Options dialog box, you can choose whether Outlook
saves copies of sent messages.

Tip If you need to change Outlook’s behavior for a single message, you can override the
setting. With the message form open, choose File, Properties and then select the action
you want Outlook to take.

Saving Attachments to a Disk

It’s a sure bet that some of the messages you receive include attachments such as documents,
pictures, or applications. In general, you can work with these attachments in Outlook with-
out saving them separately to disk. For example, you can double-click an attachment in the
InfoBar to open the attachment. The next step then depends on the attachment’s extension
and the application with which that extension is registered on your system.

In many instances, however, it’s necessary to save attachments to disk. For example, you
might receive a self-extracting executable containing a program you need to install. In that
case, the best option is to save the file to disk and install it from there.

You can save attachments using either of these methods:
If you're using the Reading Pane, right-click the attachment in the InfoBar and choose

Save As.

Choose File, Save Attachments if you want to save one or more attachments or if the
Reading Pane is not available. This option is handy when you want to save all
attachments.
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Saving Messages to a File

Although Outlook maintains your messages in your store folders, occasionally you might
need to save a message to a file. For example, you might want to archive a single message or
a selection of messages outside Outlook or save a message to include as an attachment in
another document. You can save a single message to a file or combine several messages into
a single file. When you save a single message, Outlook gives you the option of saving it in one
of the following formats:
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Text Only Save the message as a text file, losing any formatting in the original message.

Rich Text Format Save the message in RTF format, retaining the original message
formatting.

Outlook Template Save the message as an Outlook template that you can use to cre-
ate other messages.

Outlook Message Format ~ Save the message in MSG format, retaining all formatting
and attachments within the message file.

Outlook Message Format — Unicode Save the message in MSG format with Unicode
character set.

When you save a selection of messages, you can store the messages only in a text file, and
Outlook combines the body of the selected messages in that text file. This then allows you to
concatenate the various messages (that is, join them sequentially) into a single text file. You
might use this capability, for example, to create a message thread from a selection of messages.

To save one or more messages, open the Outlook folder where the messages reside and select
the message headers. Choose File, Save As and specify the path, file name, and file format.

Configuring Message Handling

Outlook provides several options that let you control how Outlook handles and displays
messages. In the E-Mail Options dialog box (shown earlier in Figure 7-16), you can change
either of these two settings:

After Moving Or Deleting An Open Item  Use this option to control what action
Outlook takes when you move or delete an open item, such as a message. You can set
Outlook to open the previous message, open the next message, or return to the Inbox
without opening other messages.

Remove Extra Line Breaks In Plain Text Messages Select this check box to have Out-
look automatically remove extra line breaks from plain-text messages that you receive.
Clear the check box to leave the messages as they are.
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Moving and Copying Messages Between Folders

Managing your messages often includes moving them to other folders. For example, if you're
working on multiple projects, you might want to store the messages related to each specific
project in the folder created for that project. The easiest method for moving a message
between folders is to drag the message from its current location to the new location. If you
want to copy a message rather than move it, right-click the message, drag it to the folder, and
then choose Copy.

L 1aydeyn

If you can’t see both the source and destination folders in the folder list, or if you prefer not
to drag the message, you can use a different method of moving or copying. Select the message
in the source folder and choose Edit, Move To Folder or Copy To Folder, depending on which
action you need. Outlook displays a dialog box in which you select the destination folder.

Tip You can use the shortcut menu to move a message to a specified folder by right-
clicking the message and choosing Move To Folder.

Deleting Messages

When you delete messages from any folder other than the Deleted Items folder, the messages
are moved to the Deleted Items folder. You can then recover the messages by moving them to
other folders, if needed. When Outlook deletes messages from the Deleted Items folder, how-
ever, those messages are deleted permanently.

You can set Outlook to automatically delete all messages from the Deleted Items folder
whenever you exit the program, which helps keep the size of your message store manageable.
However, it also means that unless you recover a deleted message before you exit Outlook,
that message is irretrievably lost. If you seldom have to recover deleted files, this might not be
a problem for you.

To change what happens to items in the Deleted Items folder when you exit Outlook, choose
Tools, Options and click the Other tab. Select or clear Empty The Deleted Items Folder Upon
Exiting.

Including More Than Text

The majority of your messages might consist of unformatted text, but you can use formatted
text and other elements to create rich-text and multimedia messages. For example, you might
want to use character or paragraph formatting for emphasis, add graphics, or insert hyperlinks
to Web sites or other resources. The following sections explain how to accomplish these tasks.

Formatting Text in Messages

Formatting text in messages is easy, particularly if you're comfortable with Microsoft Word.
Even if you're not, you should have little trouble adding some snap to your messages with
character, paragraph, and other formatting.
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Your options for rich text depend in part on whether you use Word or Outlook as your e-mail
editor. Outlook offers some rich-text capabilities, but Word offers many more. For example,
you can apply paragraph formatting to indent some paragraphs but not others, create bulleted
and numbered lists, and apply special color and font formatting. Regardless of which editor
you use, the formatting options are available on the editor’s Format menu. These options are
simple to use. Understanding the underlying format in which your messages are sent, how-
ever, requires a little more exploration.
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By default, Outlook uses Hypertext Markup Language (HTML) as the format for sending
messages. HTML format lets you create multimedia messages that can be viewed directly in
a Web browser and an e-mail client. Depending on the capabilities of the recipient’s e-mail
client, however, you might need to use a different format. Plain-text format doesn’t allow any
special formatting, but it offers the broadest client support—every e-mail client can read
plain-text messages. Alternatively, you can use rich-text format to add paragraph and char-
acter formatting and to embed graphics and other nontext media in your message.

Note Using HTML format for messages doesn’t mean that you need to understand HTML
to create a multimedia message. Outlook takes care of creating the underlying HTML code
for you.

You choose the format for the current message from the message form’s Format menu, select-
ing Plain Text, Rich Text, or HTML. If Word is your editor, choose one of those options from
the drop-down list on the message form toolbar. To set the default message format for all new
messages, choose Tools, Options on the Outlook menu bar and click the Mail Format tab (see
Figure 7-17). Select the format from the Compose In This Message Format drop-down list.

Options @E
Preferences | Mail Setup | Mail Format | Spelling | Security | Other | Delegates

Message format
Chaoss a Format For oubgaing mail and change advanced settings.

= Compose in this message format: | TN v

[[Juse Microsaft Office Word 2003 to edit e-mail messages
[[Juse Microsaft Office Word 2003 to read Rich Text e-mail messages

[_imternet Farmat,.. | [ International Options... |

Stationery and Fonts
Use stationery ko changs your default Fonk snd styls, changs colors,
AT and add backgrounds to your messages.

Use this stationery by default: | <hone> v

Fonts... | [ Stationery Picker...

Signatures
£y Select sunabures for account | Mirrosoft Exchangs Server %

Signature for new messages: <None> v

Signature for replies and forwards: | <None > v

Figure 7-17. Use the Mail Format tab to set the default message format.

On the Mail Format tab of the Options dialog box, you can click Fonts to display the Fonts
dialog box, shown in Figure 7-18. Use the options in this dialog box to control which fonts
Outlook uses for specific tasks, such as composing new messages, replying to or forwarding
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a message, and composing or reading plain-text messages. You can specify the font as well as
the font size, color, and other font characteristics.

Fonts

Message Fonks

% wihen composing a new message:
0B Arial Chess Fort,
e replying and Forasrding:

10 pt. Arial Choose Font, ..
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wihen composing and reading plain text:

10 pt. Courier New Chooss Font., .

futomatically display Rich Text in draft
Fant when using high contrast

Inkernational Fants. ..

Stationery Fonts

Some stationeries have fonts associated with them. You
can chooss ta always Uss your Fonts instead of the ones
specified in the stationery,

(&) Use the Font specified in stationery (if spacified)
() Use my Font when raplying ko and forwarding messages

O Always use my fonts

Figure 7-18. Use the Fonts dialog box to control the appearance of fonts in Outlook for spe-
cific tasks.

Including Graphics in Messages

Your ability to insert graphics in a message depends in part on which editor and message for-
mat you use. You can’t insert embedded graphics in a message that uses plain-text format in
either editor. If Outlook is your default editor, you can insert embedded graphics only when
using HTML format. With Word as the editor, you can insert graphics using either rich-text
or HTML format.

Note Although you can’t insert embedded graphics, you can attach graphics files to a
plain-text message with either Outlook or Word as the editor.

The process you use to insert graphics and the options that are available also vary according
to which editor you use. The following sections explain the differences.

Attaching Graphics Files to Plain-Text Messages

With either Outlook or Word as your editor, follow these steps to attach a graphics file to a
plain-text message:

In the message form, choose Insert, File.

In the Insert File dialog box, locate the file you want to attach and click Insert.
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Inserting Graphics with Outlook as the Editor

With Outlook as the default editor, follow these steps to insert a graphic in a message:
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In the message form, choose Format, HTML to use HTML format for the message.

Choose Insert, Picture to display the Picture dialog box, shown in Figure 7-19.

2 Picture
PFicture Source: | C:A\Documents and Settings's Browsze... ] [ 0K ]
Alternate Text:
Layaout Spacing
Alignment: Baseline w Horizantal:
Border Thickness: Wertical

Figure 7-19. Use the Picture dialog box to specify a border and other properties
for the picture you want to insert in your message.
In the Picture dialog box, enter the following information:

Picture Source Specify the path to the graphics file that contains the picture or
click Browse to locate the file.

Alternate Text Enter optional text to appear in place of the picture for recipi-
ents whose e-mail clients don’t support HTML or whose clients are configured
not to show graphics.

Alignment Specify how you want the image aligned in the message and how
text will flow with the graphic. For example, you would select Texttop if you
wanted the top of the image to be in line with the top of the text to its right.
Click the question mark on the title bar and then click this drop-down list to
view explanations of the available options.

Border Thickness Add an optional border around the graphic, with a speci-
fied pixel width.

Spacing Enter the amount of spacing, in pixels, that should be added to the
horizontal and vertical sides of the image.

Click OK to insert the graphic.

Inserting Graphics with Word as the Editor

When Word is your default editor, you have additional options for inserting a graphic in a
message:

Begin composing a new message using HTML or rich-text format, and place the cursor
in the body of the message where you want the picture placed.

Choose Insert, Picture and then choose one of the following commands:

Clip Art Insert a clip art image from disk.

From File Insert a graphics file from disk.
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From Scanner Or Camera Import a picture from your scanner or digital
camera.

(=}
=
Q . . . . . .
1 Organization Chart Insert an organizational chart (which you can modify).
@ .
3 Figure 7-20 shows an example.
¥ Untitled Message E@@
i Fle Edt Wew Insert Format Tools Table indow Help Type & question for help  [# X
iidSend | Accounts v | ([ - [ (@2 B |2 ¢ B | ¢ | S| [ options.. - | HTML
1Ll To...
...
[Lidl Bec...
Subjact:
0= R R - -A- B 7 U |SE[E=:

>\l

lick to add text
Organization Chart
] . “Insert Shape - Layout~ | Select - | 0 54 100%

Click to ackd te)d} Fh:k o acd lext} [Ch:k o ac text

iprawr | |Autoshapss N W DO A Al e 8] W@l & - - A-=== @ JH

“ o omn(e

Figure 7-20. You can easily insert an organizational chart that you can modify
as needed.

New Drawing Insert a Drawing Canvas object in which you can draw using
Word’s built-in drawing tools.
AutoShapes Insert a Word AutoShape symbol from Word’s AutoShape library.

WordArt Insert a WordArt object. WordArt provides special formatting and
other text effects that allow you to create dynamic text.
Chart Insert a Microsoft Graph chart object.

At this point, the next steps depend on which command you have chosen. If you need help

with a particular procedure, consult the Word online Help feature or see Microsoft Office
Word 2003 Inside Out, by Mary Millhollon and Katherine Murray (Microsoft Press, 2003).

Tip You can insert various types of editable diagrams in a message by choosing Insert,
Diagram.
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Inserting Hyperlinks

With either Outlook or Word as your e-mail editor, you can easily insert hyperlinks to Web

sites, e-mail addresses, network shares, and other items in a message. When you type certain
kinds of text in a message, Outlook automatically converts the text to a hyperlink, requiring
no special action from you. For example, if you type an e-mail address, an Internet URL, or
a Universal Naming Convention (UNC) path to a share, Outlook converts the text to a hyper-
link. To indicate the hyperlink, Outlook underlines it and changes the font color.

~
=
(]
<
o
©
<
o

199

Part 2: Messaging

When the recipient of your message clicks the hyperlink, the resulting action depends on the
type of hyperlink. With an Internet URL, for example, the recipient can go to the specified
Web site. With a UNC path, the remote share opens when the recipient clicks the hyperlink.
This is a great way to point the recipient to a shared resource on your computer or another
computer on the network.

Tip Follow a hyperlink

You can’t follow (open) a hyperlink in a message you’re composing by clicking the hyperlink.
This action is restricted to allow you to click the hyperlink text and edit it. To follow a hyper-
link in @ message you're composing, hold down the Ctrl key and click the hyperlink.

Inserting Hyperlinks with Outlook as the Editor

When Outlook is your e-mail editor, you have another option for inserting a hyperlink in a
message:

Locate the cursor where you want to insert the hyperlink, and choose Insert, Hyperlink
to display the Hyperlink dialog box, shown in Figure 7-21.

-2 Hyperlink

Huperlink Information

Type: | hitp: v

Figure 7-21. Use this dialog box to insert a hyperlink when Outlook is your
e-mail editor.

From the Type drop-down list, select the type of hyperlink you want to insert. Out-
look adds the appropriate prefix to the URL field.

Complete the URL and click OK.

Inserting Hyperlinks with Word as the Editor

When you use Word as your e-mail editor, you have many more options for inserting hyper-
links. Locate the cursor where you want to insert the hyperlink, and choose Insert, Hyperlink
to display the Insert Hyperlink dialog box, shown in Figure 7-22.
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o Link o Tesct to display: | ttp: i, boyee. s
>
3 B | ki |5 Hy Doments v
- Existing File or
3 b Page ) My Music
=) Current
ur 2 My Pictures
4] S
Plgee in This
Document Browsed
Pages
Create New Recent
Document Files
Address: hitbp: o boyce, us| v
E-mail Address

Figure 7-22. Use the Insert Hyperlink dialog box to insert a hyperlink in a message when
Word is your e-mail editor.

The options displayed in the Insert Hyperlink dialog box vary according to the type of hyper-
link you're inserting, as the following sections explain.

Inserting Hyperlinks to Files or Web Pages To insert a hyperlink to a file or Web page,
select Existing File Or Web Page in the Link To bar. Then, provide the following information
in the Insert Hyperlink dialog box:

Text To Display In this box, type the text that will serve as the hyperlink in the mes-
sage. Outlook underlines this text and changes its color to indicate the hyperlink.

LookIn Ifyou arelinking to a file, use this drop-down list to locate and select the file
on the local computer or on the network. (If you want to insert a hyperlink to a file
you've used recently, click Recent Files to view a list of most recently used files in the
document list of the dialog box.)

Browse The Web  To browse for a URL to associate with the hyperlink, click the
Browse The Web button to open your browser. (If you want to insert a hyperlink to a
page you’ve recently viewed in your Web browser, click Browsed Pages. The document
list in the dialog box changes to show a list of recently browsed pages.)

Address Type the local path, the Internet URL, or the UNC path to the file or Web
site in this box.

ScreenTip Click this button to define an optional ScreenTip that appears when the
recipient’s pointer hovers over the hyperlink.

Bookmark Click this button to select an existing bookmark in the specified docu-
ment. When the recipient clicks the hyperlink, the document opens at the bookmark
location.

Target Frame Click this button to specify the browser frame in which you want the

hyperlink to appear. For example, choose New Window if you want the hyperlink to
open in a new window on the recipient’s computer.
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(_{;(1)} Troubleshooting ]

Recipients of your messages can’t access linked files
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If you're setting up a hyperlink to a local file, bear in mind that the recipient probably won’t
be able to access the file using the file’s local path. For example, linking to C:\Docs\
Policies.doc would cause the recipient’s system to try to open that path on his or her own
system. You can use this method to point the recipient to a document on his or her own
computer. However, if you want to point the recipient to a document on your computer, you
must either specify a UNC path to the document or specify a URL (which requires that your
computer function as a Web server).

The form of the UNC path you specify depends on your operating system as well as that of
the recipient. UNC paths in Microsoft Windows 95, Microsoft Windows 98, Microsoft
Windows Me, and Microsoft Windows NT are limited to \\<server>\<share>\<document>,
where <server> is the name of the computer sharing the resource, <share> is the share
name, and <document> is the name of the document to open. In Microsoft Windows 2000
and later versions, you can specify a deeper UNC path, such as \\<server>\<share>\<sub-
folder>\<sub-subfolder>\<document>.doc. For the deep hyperlink to work properly, how-
ever, the recipient must also be using Windows 2000 or later.

Inserting a Hyperlink to a Place in the Current Message If you click Place In This
Document in the Link To bar, the Insert Hyperlink dialog box changes, as shown in Figure 7-23.
The Select A Place In This Document area shows the available locations in the open docu-
ment: headings, bookmarks, and the top of the document. Select the location to which you
want to link, provide other information as necessary (the text to display in the hyperlink, for
example, or perhaps a ScreenTip), and then click OK.

Insert Hyperlink E]
Link to: Text to display:

@) Select a plage in this document:
Existing File or Top of the Document
Wbk Headings
Bookmarks

& Target Frame. ..

Placs n This
Document

Create New
Document

E-mail Address

Cancel

Figure 7-23. You can easily link to a location in the current document.

Note This method is most commonly used when you have opened a document in Word
and are inserting a hyperlink in that document rather than in a separate e-mail message.
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Inserting a Hyperlink to a New Document If you select Create New Document in the
Link To bar of the Insert Hyperlink dialog box, you can specify the path to a new document
and choose to either edit the document now or insert the hyperlink for later editing. You’ll
most often use this method for inserting hyperlinks in a Word document rather than in an
e-mail message.

L 1aydeyn

Inserting a Hyperlink to an E-Mail Address If you select E-Mail Address in the Link To
bar, you can easily insert an e-mail address as a hyperlink in a message. When recipients click
the hyperlink, their e-mail programs will open a new e-mail message addressed to the person
you have specified in the hyperlink. Although you can simply type the e-mail address in the
message and let Outlook convert it to a mailto: link, you might prefer to use the Insert Hyper-
link dialog box instead (when Word is your e-mail editor). As Figure 7-24 shows, you can use
this dialog box to select from a list of e-mail addresses you have recently used on your system
and to specify the subject for the message as well as the address.

Link ta: Text to display: |mailto jm@bayce. uszsubject=Hi
14 E-mail address:
Ez\iiigupl;“ge&m mailto:jim@boyee us
Subject:
= Hi
p\a;e‘%‘mis Regently used e-mail addresses:
Document
Create New
Dacument
E-mail Address
Figure 7-24. You can insert a mailto: hyperlink with extra options when Word is your e-mail
editor.

Removing a Hyperlink To remove a hyperlink, right-click in the hyperlink and then
choose Remove Hyperlink from the shortcut menu. Outlook retains the underlying text but
removes the hyperlink.

Inserting Files in the Body of a Message

Occasionally, you'll want to insert a file in the body of a message rather than attaching it to
the message. For example, you might want to include a text file, a Word document, or
another document as part of the message.

Follow these steps to insert a file:

Place the cursor where you want to insert the file, and choose Insert, File to open the
Insert File dialog box.
Locate and select the file to insert, and click the arrow beside the Insert button.

Click Insert As Text to insert the file in the body of the message.
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Tip Use the clipboard to insert a file

In some cases, you'll find it easier to use the clipboard to insert a file in a message, par-
ticularly if the file is already open in another window. (Just select the file and copy and
paste or cut and paste it into the message.) You can also use the clipboard when you need
to insert only a portion of a file, such as a few paragraphs from a document.
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Attaching Files

To attach a file to a message, you can use the steps described in the preceding section for
inserting a file, with one difference: in step 3, click Insert rather than Insert As Text. Alterna-
tively, you can click the paper clip icon on the toolbar to insert a file as an attachment, or you
can simply drag the file into the message window.

Attaching a Business Card to a Message

With Outlook, you can send a copy of a contact item in vCard format, a standard format for
exchanging contact information. This allows the recipient to import the contact data into a
contact management program, assuming that the recipient’s program supports the vCard
standard (as most do).

Here’s how to share your contact information with others using a vCard:

In Outlook, open the Contacts folder and select the contact item you want to send.
Choose Action, Forward As vCard. Outlook inserts the vCard into the message.

Complete the message as you normally would and click Send.

Tip Send data as an Outlook item

If you know that the recipient uses Outlook, you can right-click the contact and choose
Forward—or select the contact and choose Action, Forward—to send the contact data as
an Outlook contact item. Outlook users can also use vCard attachments.

[ For more details on using and sharing vCards, see “Sharing Contacts with vCards,” page 420. J

Customizing Your Messages with Stationery

By default, Outlook uses no background or special font characteristics for messages. How-
ever, it does support the use of stationery, so you can customize the look of your messages.

With Outlook stationery, you use a set of characteristics that define the font style, color, and
background image for messages. In effect, stationery can give your messages a certain look
and feel (see Figure 7-25). You can easily switch from one stationery to another—you’re not
locked into using the same stationery for all messages, and you don’t need to change Outlook
options each time you want to use a different stationery.
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& Untitled - Message (HTML)
! Fle Edt View Insert Format  Tools  Actions  Help
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Subiect:

Figure 7-25. Stationery gives your messages a thematic look.

Note To use stationery, you must use HTML format for the message. When you use sta-
tionery, you're actually adding HTML code to the message to control its appearance.

If you're like the majority of Outlook users, you use the program mostly for business pur-
poses and probably won’t use stationery on a regular basis. However, it’s useful to know the
basics about this feature, which can add creativity, personality, or even some humor to your
personal mail.

Using Predefined Stationery

Outlook provides several predefined stationery themes that you can use in your messages. To
view these themes, choose Tools, Options and click the Mail Format tab. Click Stationery
Picker to display the Stationery Picker dialog box, shown in Figure 7-26.

Stationery Picker @

Stationery
(@] citrus Punch
B
e
|9] Glacier 3

Preview:
< >
Get More Stationery Cancel

Figure 7-26. Use the Stationery Picker dialog box to preview stationery.
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Note The Stationery Picker button on the Mail Format tab is unavailable if you have
selected either Plain Text or Rich Text as your default message format.
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You can edit most of the stationery listed in this dialog box, changing background image and
font, although a few—such as Currency and Jungle—cannot be edited. To edit stationery,
open the Stationery Picker dialog box, select the stationery you want to modify, and click Edit
to display the Edit Stationery dialog box, where you can make changes as you like.

You can assign a default stationery to be used in all your messages. To do so, choose Tools,
Options and click the Mail Format tab. Select the default stationery in the Use This Station-
ery By Default drop-down list and then click OK. If you don’t want your messages to use
stationery, or if you want to use it only infrequently, follow the same procedure but set the
default stationery to None.

If Word is your e-mail editor, you can specify which stationery to use when you compose a
message. This allows you to override the default stationery or to assign a stationery to that
particular message, even though none of your other messages include it. To choose a station-
ery for a single message, open the message form, click the down arrow beside the Options
button, and then choose Stationery. Outlook displays the Personal Stationery tab of the
E-Mail Options dialog box, which you can use to assign a theme.

Creating Your Own Stationery

You can create your own stationery using the background image, font, and color settings of
your choice. You can either use an existing stationery theme as a starting point or create one
from scratch.

Follow these steps to create a new stationery theme:

Choose Tools, Options and click the Mail Format tab.

Click Stationery Picker, and then click New. Outlook provides a wizard to step you
through the process of creating stationery.

In the wizard, specify a name for the stationery, select an existing stationery to use as a
template, or start a blank one, and then click Next.

In the Edit Stationery dialog box, specify font characteristics and background and
click OK.

After you add your new stationery, it appears in the Stationery list in the Stationery Picker
dialog box. To use the stationery, simply select it and click OK.

Tip Select additional stationery themes

You'll find additional stationery themes at the Microsoft Office Update Web site. To find the
right page, choose Tools, Options, Mail Format. Click Stationery Picker, and then click the
Get More Stationery button.
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Using Signatures

L 1aydeyn

Outlook supports two types of signatures that you can add automatically (or manually) to
outgoing messages: standard signatures and digital signatures. This chapter focuses on stan-
dard signatures, which can include text and graphics, depending on the mail format you
choose.

Note To learn about digital signatures, which allow you to authenticate your identity and
encrypt messages, see “Protecting Messages with Digital Signatures,” page 293.

Understanding Message Signhatures

Vlg”

FEATURE

Outlook can add a signature automatically to your outgoing messages. You can specify differ-
ent signatures for new messages and for replies or forwards. Signatures can include both text
and graphics as well as vCard attachments. Both rich-text and HTML formats support
vCards, but you can include graphics only if you use HTML as the message format. If your
signature contains graphics and you start a new message using either plain-text or rich-text
format, the graphics are removed, although any text defined by the signature remains. When
you start a message using plain-text format, any vCard attachments are also removed.

Why use signatures? Many people use a signature to include their contact information in
each message. Still others use a signature to include a favorite quote or other information in
the message. Regardless of the type of information you want to include, creating and using
the signature is easy.

Tip You can create a unique signature for each e-mail account. When you send a message
using an account, Outlook appends that account’s signature to the outgoing message.

Defining Signatures
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To define a signature, you use Outlook’s Mail Format options. If you want to include a
graphic, check before you start to ensure that you already have that graphic on your com-
puter or that it’s available on the network.

Follow these steps to create a signature:

In Outlook, choose Tools, Options and click the Mail Format tab.

Click Signatures to open the Signatures dialog box, and then click New to open the
Create New Signature Wizard.

Specify a name for the signature as it will appear in Outlook. Select the option to start
a new signature or select one to use as a template, and then click Next to open the Edit
Signature dialog box (see Figure 7-27).
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Knowledge is power - Francis Bacon
Irmagination is more important than knowledge - Einstein
| know nothing! - Sgt. Shultz

[ Font... ] [ Paragraph... ] [ Clear ] [ Advanced Edit. ..

wCard options

Attach this business card {vCard) to this signature:

<Mone A

Mew viCard from Contack, .,

[ Finish H Cancel ]

Figure 7-27. Format the text of your signature in the Edit Signature dialog box.

In the Signature Text box, type the text you want to include in the signature, and use
the Font and Paragraph buttons to format the text. (These two buttons aren’t available
if you have specified Plain Text as the default format on the Mail Format tab.)

To attach a vCard from an Outlook contact item, click New vCard From Contact.
Select the contact item, click Add, and click OK. You also can select existing vCards
from the Attach This Business Card (vCard) To This Signature drop-down list.

Create other signatures, and then click OK in the Create Signature dialog box.

Adding Signatures to Messages

The signature Outlook adds to new messages and the signature it adds to replies and for-
wards don’t have to be the same. To set up different signatures for these different kinds of
messages, choose Tools, Options and click the Mail Format tab. Use the Signature For New
Messages and the Signature For Replies And Forwards drop-down lists to select the appropri-
ate signature for each kind of message.

Tip Specify the default message format

Keep in mind that the signature data Outlook adds to the message depends on the default
message format specified on the Mail Format tab. Set the default format to HTML if you
want to create or edit signatures that contain graphics.

Other than letting you specify the signature for new messages or for replies and forwards,
Outlook does not give you a way to control which signature is attached to a given message.
For example, if you want to use different signatures for personal and business messages, you
must switch signatures manually. However, Outlook 2003 does store signature options
separately for each account, so you can control signatures to some degree just by sending
messages through a specific account.
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To change the signature to be used by a specific account, choose Tools, Options, Mail Format.
Select a mail account from the Select The Signatures To Use With The Following Account
drop-down list; then select a signature from the Signature For New Messages and Signature
For Replies And Forwards drop-down lists in the Signature area of the Mail Format tab. You
also can change the signature when composing a message. If Word is your e-mail editor, click
the arrow beside the Options button and choose E-Mail Signature. If Outlook is your editor,
click the Signature button on the Standard toolbar and select the signature you want to use as
the new default signature.

Using Instant Messaging
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Outlook integrates support for Windows Messenger, referred to as instant messaging, which
allows you to send instant messages to others across the Internet. In effect, instant messaging
functions something like online chat does—you send and receive messages in real time with
other online users. The latest version of Windows Messenger supports video conferencing
and other features in addition to text chat. This section of the chapter explains how to con-
figure and use Windows Messenger with Outlook.

When you use instant messaging in Outlook, Outlook checks the online status of a contact
when you open the person’s contact item or open an e-mail item from the contact. You can
then click the online indicator for that person on the InfoBar, which opens a menu of
Windows Messenger options (see Figure 7-28). In this menu, you can start a chat session,
start a video chat session, and perform other Messenger-related tasks.
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Figure 7-28. Select a Windows Messenger-related command after clicking the smart tag.
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Note Outlook checks the online status of the other person only once, when you open the
contact or e-mail item. It doesn’t check periodically for a change in online status after the
item has been opened.

Chapter 7

Outlook by itself doesn’t extend Windows Messenger functionality—rather, it hooks into the
existing Windows Messenger, which you must install separately. In addition, to have others appear
online in Outlook, you need to add those contacts to your Windows Messenger list of contacts.

Caution You should never give out your password, credit card information, or other per-
sonal data in an instant message conversation because instant messaging is not secure.
This is particularly important if you don’t really know the person with whom you’re conversing.

Installing Windows Messenger

If Windows Messenger isn’t installed on your system, you can download and add the latest
version. Simply point your Web browser to http://windowsupdate.microsoft.com. Click Scan
For Updates. In the Windows Update pane at the left, click Windows XP (or Windows 2000)
to view the recommended system updates. Browse through the list to find Windows Messen-
ger and click Add, then click Review and Install Updates to start the installation process.

Adding Contacts for Windows Messenger

Outlook itself doesn’t check the online state of your contacts; instead, it relies on the Windows
Messenger application to perform this task. Before you can start using Windows Messenger
with Outlook, you need to add contacts to your Windows Messenger contact list by following
these steps:

Double-click the Windows Messenger icon in the system tray to display the Windows

Messenger window, shown in Figure 7-29.

ﬁ_-_Winduws Messenger @@_@

File Actions Tooks Help

~ chill@boyce.... (onine) (&L
= o to mv e-mail inbox
# Online {1)
A JmBoyce
# Not Online

“+ Add a Contact
4 Zend an Instant Message
%% Send a File or Photo
.. Make a Phane Call
G0 ko Chat Rooms
More

Figure 7-29. You can add, send, call, or page by using the Windows Messenger
window. 209
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Click Add A Contact to start the Add A Contact Wizard (see Figure 7-30).

Q __ . _
=
% Add a Contact E
@
: Y Windows®

Messenger

How do you want to add a contact?

) By e-mail address or sign-in name

O Search for a contact

Ifwe can't add the contact to yaour list, this wizard will help you invite
that person to start using this service.

Figure 7-30. Use the Add A Contact Wizard to add contacts in Windows
Messenger.

Select By E-Mail Address Or Sign-In Name and click Next.

Enter the contact’s e-mail address and click Finish.

Note If the contact doesn’t have a passport from passport.com, you won't be able to add
that contact in Windows Messenger.

Repeat these steps to add other contacts with whom you want to be able to communicate
using Windows Messenger. The Windows Messenger window will show the online or offline
status of each contact.

Setting Instant Messaging Options

Outlook has only two settings of its own related to Windows Messenger, both on the Other
tab of the Options dialog box:

Enable The Person Names Smart Tag  Enable this option to have Outlook check the
Windows Messenger online status of the sender or contact and display a small Windows
Messenger icon in the Reading Pane’s InfoBar.

Display Messenger Status In The From Field Enable this option to have Outlook dis-
play the sender’s Windows Messenger online status with a small Windows Messenger
icon beside the From field in a message form when you open the message to read or

reply.
You can configure several options for Windows Messenger through the Windows Messenger
application. You can find these options by clicking Tools, Options in the Windows Messenger

window. These options are specific to Windows Messenger, not to Outlook, so you should
consult the Windows Messenger Help documentation for details about the various settings.
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Sending Instant Messages in Outlook

When you click a message header in your Inbox, Outlook checks Windows Messenger to

determine whether the e-mail address matches a contact defined in your Windows Messen-
ger contact list. If it finds a match, Outlook checks the contact’s online status. If the person is
online, Outlook indicates that in the InfoBar (see Figure 7-31). Click the Messenger icon on

the InfoBar and choose Send Instant Message to open the Windows Messenger window and
begin chatting.
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Figure 7-31. Click the online status indicator in the InfoBar to begin chatting.

Configuring Other Messaging Options

FEATURE!

This section of the chapter provides an explanation of additional options in Outlook that
control messaging features and tasks. You can specify how you want to be notified when new
mail arrives, configure how Outlook connects for e-mail accounts that use dial-up network-
ing, and control the formatting of Internet and international e-mail messages.

Setting Up Notification of New Mail

You might not spend a lot of time in Outlook during the day if you're busy working with
other applications. However, you might want Outlook to notify you when you receive new
messages. Outlook 2003 adds new Desktop Alert features to provide you with notification of

Chapter 7
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the arrival of new messages. These options and additional notification options are located in
the Advanced E-Mail Options dialog box (shown earlier in Figure 7-8):

Play A Sound Select this option to have Outlook play a sound when a new message
arrives. By using the Sounds icon in Control Panel, you can change the New Mail Noti-
fication sound to use a WAV file of your choosing.

L 1aydeyn

Briefly Change The Mouse Cursor Select this option to have Outlook briefly change
the pointer to a mail symbol when a new message arrives.

Show An Envelope Icon In The Notification Area  Select this option to have Outlook
place an envelope icon in the system tray when new mail arrives. You can double-click
the envelope icon to open your mail. The icon disappears from the tray after you've
read the messages.

Display A New Mail Desktop Alert (default Inbox only) Enable this option to have
Outlook display a pop-up window on the desktop when a new message arrives.

If you enable this last option, click Desktop Alert Settings to display the Desktop Alert Set-
tings dialog box (Figure 7-32). In this dialog box you specify the length of time the alert
remains on the desktop, the alert’s transparency value, and whether you want alerts to be hid-
den if an application is maximized. Click Preview to preview the alert.

Desktop Alert Settings gj

Duration

How long should the Desktop Alert appear?

Short: Long

7 seconds

Transparency

How transparent should the Desktop Alert be?

Solid J Clear

20% transparent
Hide Deskkop Alerts behind applications in full screen mode
o) (o]

Figure 7-32. Configure alert settings with the Desktop Alert Settings dialog box.

Controlling Dial-Up Account Connections

The Mail Setup tab of the Options dialog box (choose Tools, Options) includes a handful of
options that determine how Outlook connects when processing mail accounts that use dial-
up networking:

Warn Before Switching An Existing Dial-Up Connection Select this option to have

Outlook warn you before it disconnects the current dial-up connection to dial another
connection specified by the account about to be processed. This warning gives you the
option of having Outlook use the current connection instead of dialing the other one.

Always Use An Existing Dial-Up Connection Select this option to have Outlook use
the active dial-up connection rather than dialing the one specified in the account settings.
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Automatically Dial During A Background Send/Receive When this option is
selected, Outlook dials without prompting you when it needs to perform a background

N~
send/receive operation. 8
Q
Hang Up When Finished With A Manual Send/Receive When this option is selected, g
Outlook hangs up a dial-up connection when it completes a manual send/receive oper-
ation (one you initiate by clicking Send/Receive).
Formatting Internet and International Messages
The Mail Format tab of the Options dialog box (choose Tools, Options) provides access to a
handful of settings that control how Outlook processes Internet and international messages.
Setting Internet Format
To control how Outlook formats messages sent to Internet recipients, click Internet Format
on the Mail Format tab to open the Internet Format dialog box, shown in Figure 7-33.
Internet Format .
HTML options
E’When an HTML message cantains pictures located ore
the Internet, send a copy of the pictures instead of
the reference to their location
CQutlook Rich Text options
‘Wwhen sending Cutlook Rich Text messages to Internet
recipients, use this format:
Convert ko HTML Format -
Flain text options
Automatically wrap text at | 76 % characters
[[]Encade attachments in UWEMCODE Format when
sending a plain text message
[Restore Defauls ] [ OF ] [ Cancel ]
Figure 7-33. Use the Internet Format dialog box to control the format of outgoing Internet
messages.
The following list explains the options in the Internet Format dialog box:
When An HTML Message Contains Pictures Located On The Internet, Send A Copy
Of The Pictures Instead Of The Reference To Their Location With this check box
selected, Outlook inserts a copy of the pictures in the message. Clear this check box to
have Outlook insert a hyperlink to the graphics instead.
When Sending Outlook Rich Text Messages To Internet Recipients, Use This
Format Use this drop-down list to specify how Outlook converts rich-text messages
when sending those messages to Internet recipients.
Automatically Wrap Text At n Characters In this box, enter the number of characters
per line that Outlook should use for Internet messages.
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Encode Attachments In UUENCODE Format When Sending A Plain Text

Message When this check box is selected, attachments to messages sent as plain text
are encoded within the message as text rather than attached as binary Multipurpose
Internet Mail Extensions (MIME) attachments. The recipient’s e-mail application
must be capable of decoding UUEncoded messages.

L 1aydeyn

Restore Defaults  Click this button to restore Outlook’s default settings for Internet
messages.

Setting International Options

Click International Options on the Mail Format tab to display the International Options dia-
log box (see Figure 7-34), which lets you specify whether Outlook uses English for message
headers and flags and controls the format for outgoing messages.

International Options E

General Settings

[Juse English for message headers on replies and forwards

Encoding Options
Auto-Select encoding For outgoing messages
Preferred encoding For outgoing messages:

‘Western European {150 v

[ Ok H Cancel ]

Figure 7-34. Use the International Options dialog box to configure language options for
Outlook.

The International Options dialog box includes the following options:

Use English For Message Flags  Select this check box to use English for message flag
text, such as High Priority or Flag For Follow-Up. If you use a different language and this
option is not selected, message flags appear in the selected language rather than in English.

Use English For Message Headers On Replies And Forwards When you’re using a
non-English version of Outlook, you can select this check box to display message header
text—such as From, To, or Subject—in English rather than in the default language.

Auto-Select Encoding For Outgoing Messages  Select this check box and then choose
a preferred encoding option from the drop-down list to specify the encoding character
set for outgoing messages. If this check box is not selected, you can choose Format,
Encoding with a message form open and select the encoding option for the message. If
this option is enabled, you cannot change the default encoding for the message.

Preferred Encoding For Outgoing Messages Use this drop-down list to specify the
encoding character set Outlook should use for outgoing messages. Select the setting to
take into account the requirements of the majority of messages you send (based on
their destination and the language options you use).
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Filtering, Organizing, and
Using Automatic Responses

Fi_nding and Organizing Messages Managing Jynk and Adult
with Search Folders ............... 215 ContentMail..................... 242
Flagging and Monitoring Messages Creating Automatic Responses
andContacts. . ................... 218 with the Out Of Office Assistant. .. ... 252
Grouping Messages by Customizing Creating Automatic Responses
the Folder View . .................. 223 with Custom Rules. ............... 256
Processing Messages Automatically. .. 224 Using Message Alerts. . ............ 259

Without some means of organizing and filtering e-mail, most people would be inundated
with messages, many of which are absolutely useless. In addition, when you're out of the
office for an extended period—on vacation, for example—and are still being bombarded
with new messages, Microsoft Outlook’s ability to automatically process and respond to
incoming messages can be critical.

This chapter examines the features in Outlook that allow you to automatically manage mes-
sages based on a variety of factors, including sender, account, and size of message. For exam-
ple, you can have Outlook move messages sent by a specific account to a specific folder, giving
you an easy way to organize and separate messages from different accounts. This chapter also
shows you how to customize your message folder views, which can aid you in organizing and
managing your work.

Outlook helps you handle unwanted mail, such as junk and adult content messages, often
referred to as spam. This chapter explains how to manage and filter out those types of mes-
sages. You'll also examine OutlooK’s ability to automatically respond to messages, which lets
you generate Out Of Office replies to incoming messages.

NEW Finding and Organizing Messages
with Search Folders

Outlook 2003 introduces a new feature called Search Folders that you will find extremely use-
ful for finding and organizing messages. A search folder isn’t really a folder, but rather a spe-
cial view that functions much like a separate folder. In effect, a search folder is a saved search.
You specify conditions for the folder, such as all messages from a specific sender or all mes-
sages received in the last day, and Outlook displays in that search folder view those messages
that meet the specified conditions.
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In a way, a search folder is like a rule that moves messages to a special folder. However,
although the messages seem to exist in their own folder, they continue to reside in their respec-
tive folders. For example, a search folder might show all messages in the Inbox and Sent Items
folders that were sent by Jim Boyce. Even though these messages appear in the Jim Boyce
search folder (for example), they are actually still located in the Inbox and Sent Items folders.

Using Search Folders

It isn’t difficult at all to use a search folder. The folder list includes a Search Folders branch

Q (see Figure 8-1) that lists all of the search folder contents. Simply click on a search folder in
Q . . . .
- the folder list to view the headers for the messages it contains.
@
©
)
Brian Cox - Microsoft Outlook 2003 g@@
i Fle Edt Wew Go Took Actions  Help Type & question for help =
HES A P R | 5 sendiRaceive ~ \ S e s conectofind x| @) [
P @pack @) | | 2} &) | outlookisearch folders|Brian Cox -8
|| Look For: - Searchin = Brian Cox Find Mow Options* X ‘
; Outhox B enged By: Fobder Foree New_Time Proposed: Planning
(=3 Sert Ttems Meeting
B L Sync lssues = Inbox A Brian Cox
|&] Tasks
= (3 Search Folders ) Brian Cox 6/17/2003
(3 Brian Cox (2) Mew Time Proposed: Planning Meeting
[ For Follow up [3 (5 Brian Cox 4/17/2003 Tuesday, June 17, 2003 430 PM-5:00 PH,
L Important Mail Task Request: Contack Riddly about m. .,
! Large Mlat (2P Brian Cox 4/17j2003 Chris, Tuesday won't work for me. How about
S "”""3"""”5”' Task Request: New Product Developm... Wednesday?
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—J Mail L (GMT-06:00) Central Time (US & Canada).
23 Brian Cox 4/16/2003
"7 calendar New distribution methods
%=/ contacts
7] Tasks
.| Notes
3742
6 Ttems (3| Disconnected ~
Figure 8-1. Search folders appear under their own branch in the folder list. This folder
shows all messages from Brian Cox.
-
Customizing Search Folders
Outlook includes four search folders by default, which you can use as-is or customize to suit
your needs. These folders include the following:
For Follow Up  This search folder shows all messages that are flagged for follow-up.
Important Mail This search folder shows all messages that are marked as Important.
Large Mail This search folder shows all messages that are 100 KB or higher.
Unread Mail This search folders shows all messages that are unread.
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You can customize these existing search folders as well as those you create yourself. For exam-
ple, you might increase the value in the Large Mail search folder from 100 KB to 200 KB if you
frequently receive messages larger than 100 KB that you don’t want included in the Large
Mail search folder.

To customize an existing search folder, open the folder list, right-click the folder, and choose
Customize This Search Folder to open the Customize dialog box similar to the one shown in
Figure 8-2.

Customize “Brian Cox* gj

Select "Criteria" ta change what items this Search
Folder contains,
Mail from these Folders will be included in this Search Folder:

Mailboz - Chris Hill

[ OK ][ Caniel ]

Figure 8-2. Set the criteria or folders to include for a search folder in the Customize dialog box.

You can change the name of the search folder in the Name field on the Customize dialog box.
To change the criteria for the search folder, click the Criteria button to display a dialog box
that enables you to change your selection. The dialog box that appears depends on the crite-
ria you used when you created the folder. For example, if you are modifying a search folder
that locates messages from a specific sender, Outlook displays the Select Names dialog box so
you can choose a different person (or additional people).

Tip You can only change the criteria of one of the default search folders, the Large Mail
folder. The criteria for the other three can’t be changed. However, you can change the fold
ers to be included in the search for all of the default search folders.

To change which folders are included in the search folder, click Browse in the Customize dia-
log box to open the Select Folder(s) dialog box (see Figure 8-3). Place a check beside each
folder to include. Select the Personal Folders or Mailbox branch to include all folders in the
mail store in the search. Enable the option Search Subfolders to include in the search all sub-
folders for a selected folder.
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Creating a New Search Folder

If the default search folders don’t suit your needs, you can create your own with the criteria

and included folders that locate the messages you want. To create a search folder, right-click
the Search Folder branch and choose New Search Folder to open the New Search Folder dia-
log box (see Figure 8-3).

New Search Folder gj

Select a Search Folder:

Reading Mail ~

Unread mail

Mail flagged For Follow up

g Ja1deyn

Mail either unread or flagged For Follow up
Important mail
Mail from People and Lists
Mail from and ko specific people
Mail from specific people
Mail sent directly to me
Mail sent ko distribution lists
Organizing Mail v

Customize Search Folder:

Search mail in: |Mailbo - Chris Hill v

[ Ok ][ Cancel ]

Figure 8-3. Create a new search folder with the New Search Folder dialog box.

There are several predefined search folders, and you can easily create a custom search folder
by choosing one from the list. If the search folder you select requires specifying additional
criteria, click the Choose button to open a dialog box in which you specify the criteria. Then,
in the New Search Folder dialog box, select an account from the Search Mail In drop-down
list to search that account.

If the predefined search folders won’t do the trick, choose Create a Custom Search Folder and
then click Choose to open the Custom Search Folder dialog box to specify a custom criteria
for the search folder, search folder name, and folders to include.

Flagging and Monitoring Messages and Contacts

Outlook allows you to flag a message to draw the recipient’s attention to the message. Perhaps
you’re sending a message to an assistant, who needs to follow up on the message by a certain
day the following week. In that case, you would flag the message for follow-up and specify the
due date. When your assistant receives the message, the flag appears in the message header, as
shown in Figure 8-4.

[Y[3'7] New in Microsoft Outlook 2003 is the addition of six flag types, compared to just one in pre-

FEATURE!l vious versions. You can choose from one of six colored flags each time you flag an item. These
different colors can represent different priorities or actions, according to whatever scheme
suits you. You can use these different colors to organize your flagged items.
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