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Training Guide Microsoft Outlook 98

Notes, 172 showing and hiding, hiding fields, 89, 90
tasks, 152 89, 90
customizing a page, 17 File as feature, 275, 276 ! ] ll
customizing settings, filtering
210 address cards, 92, 93 icon size
Calendar, 100 changing, 178
D contacts, 92: 93 InbOX, 7, 31, 217
%’j Journal, 166 Current View filters,
Date Navigator, 99, messages, 39 39
103, 104 Notes, 172 toolbar buttons, 31
Day view, 100 tasks, 152 information viewer, 4, 5
Deleted Items, 7 filtering items, 207, 208 inserting
deleting finding events, 130
appointments, 132, a contact in Outlook text, 46
133 Today, 187 items
canceled activities, 165 archiving, 189
appointments, 123 finding items, 201, 203, creating new items
messages, 68 224 from existing
messages flagging messages, 256, items, 315, 316
permanently, 68 257 filtering, 207, 208
personal distribution Folder Banner, 4, 5, 6, 8 finding, 201, 203, 224
lists, 246 folder list, 63 grouping, 205, 206
tasks, 151 folder tree, 63 managing, 189
text, 46 folders
Design window, 336 creating, 64, 65 I J
discontiguous days managing, 63 I_————i_——ll
viewing, 106 font, 4"9 Journal, 7
font size, 49 Current View filters,
i E formatting text, 49, 50 166
H___ij_l formatting toolbar, 49 entries as shortcuts,
editing forms 170 ‘
address cards, 85 creating, 334 toolbar buttons, 166
contact list, 85 creating from another tracking activities,
notes, 175 form, 334 165
recurring quafymg, 334
appointments, 126 using, 331, 333, 340 : T
tasks, 146 forms library, 332 l=—_—ill
text, 46 forwarding messages, layout, 16
editing personal 59, 60 listing
distribution lists, 244 activities, 165
ending sessions, 22 ﬂ G !I logging off, 22, 24
events, 123
inserting, 129, 130 group buttons, 4, 8 i T
scheduling, 300, 301 group folders, 6 ﬁ=£|
viewing, 129 grouping items, 205, Mail
exiting, 22, 24 206 Current View filters,
exploring, 4 39
ﬂ H II toolbar buttons, 31
[ F !I Mail group folder, 6
: help, 10 » makmg
Favorites, 8 context-sensitive, 15 appointments, 111
fields Office Assistant, 10 managing
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