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Journal, 166
toolbar buttons
Calendar, 100
Contacts, 79
folder management,
63
formatting, 49
Journal, 166
Mail, 31
New Message
window, 41
Notes, 172
Task, 142
toolbars
New Message
window, 41
ToolTips, 10
tracking activities, 165
transmitting contacts
via e-mail, 87
typing messages, 43
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unsent messages
saving, 247
user names, 43
using
address books, 231
folders, 63
forms, 331, 333, 340
message options, 251,
252
Office Assistant, 11
voting buttons, 254
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viewing
appointments, 103,
104, 106
discontiguous days,
106
notes, 176
range of days, 106
time zones, 108, 109
views
changing, 100
Day, Week, and
Month, 100
Task Timeline, 158
voting buttons
using, 254
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web pages
accessing contacts’,
279
Week view, 100
writing
messages, 41
notes, 172, 173




