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contacts, 89
items, 189
messages, 63
meetings :
inviting colleagues
and setting a time,
286, 287
rescheduling and
canceling, 298
responding to
requests, 293, 294
reviewing
information, 296,
297
scheduling, 285
message features, 247
message list, 33
message options
setting and using,
251, 252
messages
addressing, 43, 44,
231
attaching files, 260,
261
checking spelling, 57
closing, 37
color-coding, 219
composing, 41
deleting, 68
deleting permanently,
68
filtering, 39
flagging, 256, 257
forwarding, 59, 60
managing, 63
moving to folders, 63,
66, 67
notification, 31
opening, 33, 34
opening, closing, and
saving attachments,
263
previewing, 33, 34
printing, 36
reading, 33, 34
recalling, 258, 259
replying to, 59, 61, 62
restoring, 68
saving unsent
messages, 247
selecting, 36

sending, 57, 58
setting and using
options, 251, 252
signatures, 51
sorting, 38
to contacts, 277
typing, 43,44
using folders, 63
minimizing, 22, 23
modifying forms, 334
Month view, 100
move handle, 116, 121
moving
appointments, 111,
116,117, 119
messages to folders,
66, 67
moving shortcuts, 215
My Computer, 7
My Documents, 8

%
navigating, 6, 8
in Calendar, 99
new items
creating from existing
items, 315, 316
New Message window,
41
notes, 7
" color coding, 176
editing, 175
opening, 175
organizing, 176
sorting, 176
viewing, 176
writing, 172, 173
Notes
Current View filters,
172
icons, 178
toolbar buttons, 172

%
obtaining context-
sensitive help, 15
Office Assistant, 10, 11
choosing, 13
using, 11
opening

notes, 175 _
opening attachments to
messages, 263
options
printing, 19
setting, 210, 211, 225
Organize pane, 217
color-coding
messages, 219
displaying, 217
hiding, 217
managing messages,
217
organizing
notes, 176
Other group folder, 6
Outbox, 7
Outlook Bar, 5, 6, 8
Outlook group folder, 6
Outlook Today
completing a task in,
186 '
finding a contact in,
187
navigating with, 186
setting options, 188
Using Outlook
Today, 185
working on the
Outlook Today
page, 185
Outlook window
elements, 4
overview, 3
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page
customizing, 17
setting up, 17
pane size
adjusting, 103, 104
Personal Address Book,
231,234
adding names, 233,
235,238
creating aliases, 237,
238
personal distribution
lists
creating, 241, 242
deleting, 246
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