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Training Guide Microsoft Outlook 98

Finding a Contact in Outlook Today
Setting Outlook Today Options
MANAGING ITEMS -
Setting Up AutoArchiving
Archiving Manually...........ecoecocoieeeeiicsceiisscissisinesininnsssssssssesesssssssessssssnsssacses 194
Retrieving Archived Items
Creating and Applying Categories
Finding Items
Grouping Items
Creating and Clearing a Filter
CUSTOMIZING OUTLOOK .
Setting Options
Adding Shortcuts to the Outlook Bar
Moving a Shortcut on the Outlook Bar
Removing a Shortcut from the Outlook Bar
ORGANIZING MESSAGES
Displaying and Hiding the Organize Pane
Color-Coding Messages
Using a Rule

SECTION 8: OPTIMIZING MAIL FUNCTIONS

SECTION SKILLS AND THEIR IMPORTANCE..

USING ADDRESS BOOKS
Using an Address Book to Address a Message
Adding a Name to Your Personal Address Book.
Creating an Alias in Your Personal Address Book
Selecting a Default Address Book

WORKING WITH PERSONAL DISTRIBUTION LISTS
Creating a Personal Distribution List
Editing a Personal Distribution List
Deleting a Personal Distribution List

USING MESSAGE FEATURES
Saving and Closing a Message without Sending It
Setting Spelling Options
Setting and Using Message Options
Using Voting Buttons
Flagging a Message
Recalling a Message
Attaching a File
Opening, Closing, and Saving an Attached File

SECTION 9: WORKING WITH CONTACTS

SECTION SKILLS AND THEIR IMPORTANCE...

REFINING YOUR CONTACT LIST
Adding a Contact from the Same Company
Using the File as Feature

ACCESSING CONTACTS DIRECTLY
Sending a Message to a Contact
Accessing a Contact's Web Page




