filter
clear, 36
create, 36
find
Advanced Find, 35
items, 35
Folder
Close an open folder, 1
create, 9
move a message to a folder, 9
Open multiple Outlook folders, 1
Switch to an open folder, 1
Folder List
Display, 1
Hide, 2
form
add controls, 40
add fields, 40
add pages, 40
create a form from another
program, 39
hide a page, 40
publish a new form, 41
save, 41
set properties, 40
use, 39
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group
items, 36
tum grouping off, 36
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Help
context sensitive, 2
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icon
change icon size, 33
Internet
Create a new entry for an Internet
address, 11

journal
record activities automatically, 32
record activities manually, 32
use as a shortcut, 32
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Mecting
cancel, 26
cancel your attendance, 26
invite a contact, 25
reschedule, 26
respond to a meeting request, 26
review information, 26
schedule meeting, 25
Message
address and type a message, 6
attach voting buttons, 14
check for new messages, 5
close, 5
Color code messages, 17
delete text, 7
filter, 6
flag, 15
format text, 7
forward, 9
insert attachment, 15
insert text, 7
move to a folder, 9
open, 5
preview, 5
print, 5
recall, 15
replace a block of text, 7
replace a word, 7
reply, 9
Resend a sent message, 13
respond to a voting message, 14
save without sending, 13
select, 5
send, 7
Send a saved message, 13
send to a contact, 19
set General, Delivery and
Tracking options, 14
Set automatic spellcheck, 6
set importance, 14
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