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Frequently Asked Questions 
1. What is the new Outlook unified mode, and what happened to 

Internet Only and Corporate/Workgroup modes? ................................ Ch 1, Ch 2 

2. How do I use multiple accounts in Outlook to organize my work 
and personal data? ................................................................................................ Ch 2 

3. How can I test an account to make sure it's configured properly? ................. Ch 2 

4 . How do I create a custom view in Outlook? .......................................... Ch 3, Ch 24 

5. How can I access my Inbox through a Web browser? .......................... Ch 3, Ch 36 

6. What's the best way to organize items in Outlook? ......................................... Ch 4 

7. I want to broadcast a message to multiple people but don't want 
any of them to know who else is receiving the message. How do I 
do that? ........................................................................................................ Ch 5, Ch 7 

8. Can I use Outlook with Hotmail, CompuServe, or other 
e-mail services? ...................................................................................................... Ch 6 

9. How can I prove to recipients that I sent a message? ..... ....... ............... Ch 7, Ch 12 

10. How do I create message rules to automatically process messages? ............... Ch 8 

11. How can I generate automatic responses to messages? ...................... .......... .... Ch 8 

12. How can I encrypt sensitive messages for security? ........................................ Ch 12 

13. What are send/receive groups, and how do I use them to send and 
receive 1nessages? ................................................................................................. Ch 13 

14. How is scheduling improved in Outlook 2002? .................................. Ch 18, Ch 19 

15. Can I integrate Outlook and Microsoft Project to do advanced 
scheduling? .......................................................................................................... Ch 21 

16. How do I set up a message board with public folders or the 
NNTP service? ..................................................................................................... Ch 34 

17. Help! I need to recall a message I've sent before it is read ............................. Ch 33 

18. How do I configure Outlook Web Access on Exchange Server to 
allow users to access their mailboxes through the Web? ............................... Ch 36 

19. How do I change the way Outlook handles blocked attachments? .............. Ch 39 

20. How can 1 create custom forms and applications for Outlook? ....... Ch 40, Ch 41 

Facebook's Exhibit No. 1003 
Page 2



The CD that helps you put your 
software to work! 
Dig in-for the work-ready tools and 
resources that help you go way beyond just 
using Outlook. You ' ll conquer it! Just like 
the INSIDE Our book, we've designed your · 
INSIDE Our CD to be both comprehensive and 
supremely easy to use. All the tools, utili­
ties, ahd add-ins have been tested against 
fina I Outlook Version 2002 code- not beta. 
The sample chapters from other INSIDE Our 
books help take your Office XPiearning ex­
perience even deeper. You get essential 
links to on line software updates, product 
support, and more-direct from the 
Microsoft Office team. And with the CD's 
intuitive HTML interface, you' ll always know 
exactly where you are and what else you 
can do! 

Your Inside Out CD features: 
• Microsoft and Third-Party Add-Ins-must-have tools, utilities, demos, and trial software 

• Office Tools on the Web-complete descriptions and links to official Microsoft Office resources 
on line 

• Author Extras-sample code to help build your own applications using Microsoft Visual Basic® 
for Applications (VBA) 

• More INSIDE Our Books-sample chapters from other INSIDE Our Office XP books 

• Complete Microsoft Press® eBook-the entire MICROSOFT OUTLOOK VERSION 2002 INSIDE Our 
book in easy-search electronic format 

• Step by Step Interactive Tutorials-trial version of official Mi,crosoft interactive 
training for Office XP 

Want to learn more? Read on for full details, including System 
Requirements (last page of this section). 
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Microsoft Add-Ins 
Get Microsoft add-ins and tools for Outlook-straight from the source. 

Includes: 

• Microsoft Outlook Mobile Manager­
install this cutting-edge add-in on your 
desktop PC and receive e-mail, calen­
dar, and reminders on a whole range of 
mobile devices- so you get the informa­
tion you need no matter where you go! 
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• Microsoft Office Internet Free/ Busy 
Service-publish the blocks of time when 
you are free and busy to a shared Internet 
location, so people who don't normally 
have access to your Out look calendar can 
check your schedule on the Web 

• Microsoft Visual Keyboard-type in 
multiple languages on the same computer 
by using an on-screen keyboard for other 
languages 

• Microsoft Visio® Auto-Demos-use these customizable auto-demos to see how to 
put Visio diagramming software to work on your next project 

• Step by Step Interactive Tutorials-try official Microsoft interactive training for 
Office XP, and teach yourself common tasks and key features and functions 

Facebook's Exhibit No. 1003 
Page 4



Third-Party Utilities, Demos, and Trials 
All the third-party add-ins on this CD have been tested for use with Outlook Version 
2002. In this section, you'll f ind all the details you need about each tool- including a 
full description, application size, system requirements, and instal lation instructions. 

Includes: 

• Nereosoft ProWrite'w-use existing 
information from the contact manager 
to create new e-mail and letter merges, 
faxes, memos, labels, and envelopes in 
a flash 

• Caelo Software Nelson Email 
Organizer- with full send/receive 
capability, this tool automatically orga­
nizes your e-mail into easy-to-access 
views by correspondent, date, mailing 
list. attachments, and more 

• MileHi Software TimeCards for 
Outlook-streamline the creation and 
management of linked Outlook items, 
including journal entries, tasks, 
appointments, and notes 

• Micro Eye ZipOut- automatically 
compresses attachments to outgoing 
messages and items stored in your 
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mailbox or personal folders, speeding message transfer and freeing disk space 

• Mark Wilson Classify for Outlook·~-easily add a classification label to e-mail 
containing sensitive or classified information to help ensure proper security 
handling 
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Office Tools on the Web 
Here you'll find ready links t o the most helpful and informative online resources for 
Office XP, direct from Microsoft. Find out exactly how each site can help you get your 
work done-then click and go! 

Office Assistance Center 
Get help using Office products with articles, 
tips, and monthly spotlights. Learn more 
about working with documents, data, and 
graphics; using e-mail and collaboration 
features; creating presentations and Web 
pages; and using everyday t ime-savers. 

Office eServices 
Use these Web services to get the most from 
Office. Learn how to store and share files on 
the Web; build and host Web sites; find 
communication services, language translation, 
learning and reference, and online postage 
resources; tune up your computer; and 
much more! 

Office Product Updates 
Obtain recommended and critical updates to enhance your Office XP experience. 

Office Download Center 
Download updates, add-ins, viewers, and more from the Office Download Center. Use 
the online search tool to find the utilities to help you work faster and smarter. 

Design Gallery Live 
Pick out clip art or photos for your Office project from this huge royalty-free selection. 
New items are constantly added to meet your needs. The advanced search facility 
makes finding the right artwork quick and easy. 

Microsoft Office Template Gallery 
Instead of starting from scratch, download a template from Template Gallery. From 
calendars to business cards, marketing material, and legal documents, Template 
Gallery offers hundreds of professionally authored and formatted documents for 
Microsoft Office. 

Online Troubleshooters 
Microsoft has developed Office XP online troubleshooters to help you solve 
problems on the fly. Access them using the links on the CO-and get the 
diagnostic and problem-solving information you need. 

Facebook's Exhibit No. 1003 
Page 6



Author Extras 
Here's where your INSIDE OUT author went 
the extra mile-great sample code for you 
to take apart and study! In this section of 
the CD, you'll find the code used to create 
the VBA applications in Chapter 42, 
"Using VBA in Outlook," and Chapter 43, 
"Integrating Outlook and Other Applica­
tions with VBA." Make the examples from 
inside the book come to life- and use the 
code to develop your own applications 
faster. 

More Inside Out Books 
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The INSIDE OUT series from Microsoft Press delivers comprehensive reference on the 
Office XP suite of applications. On this CD, you'll find sample chapters from the 
companion titles listed below, along with details about the entire line of books: 

• Microsoft FrontPage- Version 2002 Inside Out 

• Microsoft Office XP Inside Out 

• Microsoft Excel Version 2002 Inside Out 

• Microsoft Word Version 2002 Inside Out 

• Microsoft Visio Version 2002 Inside Out 
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Complete Microsoft Press eBook 
You get the entire MICROSOFT OUTLOOK VERSION 
2002 INSIDE Ou'T book on CO- along with 
sample chapters from other INSIDE Our 
books-as searchable electronic books. 
These Microsoft Press eBooks install 
quickly and easily on your computer (see 
System Requirements for details) and en­
able rapid full-text search. 

Features: 

• Super-fast HTML full-text search 

• Full-size graphics and screen sl1ots 

• Copy, paste, and print functions 

• Bookmarking capabilities 

• A saved history of every file viewed during a session 

CD Minimum System Requirements 
• Microsoft Windows• 95 or higher operating system (including Windows 98, 

Windows Millennium Edition, Windows NTS 4.0 with Service Pack 3, Windows 
2000, or Windows XP) 

• 266-MHz or higher Pentium-compatible CPU 

• 64 megabytes (MB) RAM 

• 8X CD-ROM drive or faster 

• 46 MB of free hard disk space (to install the eBook and interactive tutorials) 

• 800 x 600 with high color (16-bit) display settings 

• Microsoft Windows-compatible sound card and speakers 

• Microsoft Internet Explorer 4.01 or higher 

• Microsoft Mouse or compatible pointing device 

NOTE 
System Requirements may be higher for the add-ins available on the CD. 
Individual add-in system requirements are specified on the CD. An Internet 
connection is necessary to access the hyperlinks in the Office Tools on the Web 
section. Connect time charges may apply. 
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PUBLISHED BY 
Microsoft Press 
A Division of Microsoft Corporation 
One Microsoft Way 
Redmond, Washington 98052-6399 

Copyright © 2001 by Jim Boyce 

All rights reserved. No part of the contents of this book may be reproduced or transmitted in any form 
or by any means without the written permission of the publisher. 

Library of Congress Cataloging-in-Publication Data 
Boyce, Jim, L958-

Mlcrosoft Outlook Version 2002 Inside Out I Jim Boyce. 
p. em. 

Includes index. 
ISBN 0-7356-1282-X 
1. Microsoft Outlook--Handbooks, manuals. etc. 2. Business-Computer 

programs--Handbooks, manuals, etc. I. Title. 

HF5548.4.M5255 B69 2001 
005.369--dc21 

Printed and bound in the United States of America. 

1 2 3 4 5 6 7 8 9 QWT 6 5 4 3 2 1 

Distributed in Canada by Penguin Books Canada Limited. 

A CIP catalogue record for this book is available from the British Library. 

2001030207 

Microsoft Press books are available through booksellers and distriburors worldwide. For further informa­
tion about international editions, contact your local Microsoft Corporation office or contact Microsoft 
Press International directly at fax (425) 936-7329. Visit our Web site at mspress.microsoft.com. Send 
comments to mspinput@microsoft.com. 

Active Directory, Act.iveX, BackOffice, FoxPro, FrontPage, Hotmail, JScript, MapPoint, Microsoft, 
Microsoft Press, MS-DOS, MSN, the MSN logo, NetMeeting, NetShow, Outlook, PbotoDraw, 
PowerPoint, SharePoint, Visio, Visual Basic, Windows, the Windows logo, Windows Media, the 
Windows Media logo, and Windows NT are either registered trademarks or trademarks of Microsoft 
Corporation in the United States and/or other countries. Other product and company names mentioned 
herein may be the trademarks of their respective owners. 

The example companies, organizations, products, domain names, e-mail addresses, logos, people, places, 
and events depicted herein are fictitious. No association with any real company, organization, product, 
domain name, e-mail address, logo, person, place, or event is intended or should be inferred. 

Acquisitions Editor: Kong Cheung 
Series Editot·: Sondra Haynes 
Project Editor: Sandra Haynes 

Body Part No. XOS-050 13 
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To David, a perfect little grandson 

Facebook's Exhibit No. 1003 
Page 11



Facebook's Exhibit No. 1003 
Page 12



Contents At A Glance 

Part 1 
Working 
with Outlook • • • • • ••• 1 

Chapter 1 
Outlook Architecture, 
Setup, and Startup . . . . . . . . . . . . . . . . . 3 

Chapter 2 
Advanced Setup Tasks . . . . . . . . . . . . . 39 

Chapter 3 
Working in and Configuring Outlook 57 

Chapter 4 
Using Categories and Types ....... 105 

Part 2 
Messaging • • • • • • • .119 

Chapter 5 
Managing Address Books and 
Distribution Lists . . .......... . . . 121 

Chapter 6 
Using Internet Mail ... . . ...... . .. 145 

Chapter 7 
Sending and Receiving Messages . . . 173 

Chapter 8 
Filtering, Organizing, and 
Using Automatic Responses . .•. . .. 225 

Chapter 9 
Sending and Receiving Faxes ..... . 261 

Chapter 10 
Integrating Outlook Express 
and Outlook . . ... ..... ... .•.... 281 

Chapter 11 
Using Outlook Express for Public 
and Private Newsgroups . . . . . . . . . . 297 

Chapter 12 
Securing Your System, Messages, 
and Identity . ... .... ............ 329 

Chapter 13 
Processing Messages Selectively .. . 365 

Part 3 
Contad 
Management •••••• 379 

Chapter 14 
Managing Your Contacts .. .... . . . 381 

Chapter 15 
Using LDAP Directory Services . ... . 421 

Chapter 16 
Making Notes ....... . . . . .. .. . . . 439 

Chapter 17 
Keeping a Journal 449 

Part 4 
Scheduling •••••••• 4 77 

Chapter 18 
Scheduling Appointments . ........ 479 

Chapter 19 
Scheduling Meetings and Resources 521 

Chapter 20 
Managing Your Tasks . . . . . . . . . . . . 547 

Chapter 21 
Integrating Microsoft Outlook and 
Microsoft Project . . . . . . . . . . . . . . . 573 

Part 5 
Customizing 
Outlook ••••••••• • 595 

Chapte r 22 
Using Templates 597 

Chapter 23 
Customizing the Outlook Interface 605 

Chapter 24 
Creating Custom Views and 
Print Styles . . . . . . . . . . . . . . . . . . . . 631 

Chapter 25 
Automating Common Tasks 653 

xi 

Facebook's Exhibit No. 1003 
Page 13



xi i 

Contents At A Glance 

Part 6 

Managing Outlook •• 66J 

Chapter 26 
Integrating Outlook with 
Other Office Applications ... . .... 665 

Chapter 27 
Delegating Responsibilities 
to an Assistant ..... . .... . ...... 679 

Chapter 28 
Managing Folders, Data, 
and Archiving . . . . . . . . . . . . . . . . . . 691 

Chapter 29 
Finding and Organizing Data ... . .. 721 

Chapter 30 . . 
Backing Up, Exportmg, and lmportmg 
Information . . . . . . . . . . . . . . . . . . . . 733 

Part 7 

Using and Administering 
Outlook with 
Exchange Server ••• 755 

Chapter 31 
Exchange Server 
Overview and Setup . . . . . . . . . . . . . 757 

Chapter 32 
Configuring the 
Exchange Server Client . . • . . . . . . . . 777 

Chapter 33 
Messaging with Exchange Server ... 789 

Chapter 34 
Sharing Information with Others . . . 809 

Chapter 35 
Working Offline and Remotely ..... 849 

Chapter 36 
Accessing Messages Through 
a Web Browser . . . . . . . . • . . . . . . . . 871 

Chapter 37 
Network, Platform, and Deployment 
Considerations . . . . . . . . . . . . . . . . . 901 

Chapter 38 
Supporting Outlook Under 
Exchange Server . . . . . . . . . . . . . . . . 917 

Chapter 39 
Backup Strategies and 
Virus Protection . . . . . . . . . . . . . . . . 949 

Part 8 

Developing Custom 
Forms and 
Applications ••••• • 983 

Chapter 40 
Designing and Using Forms .. . . . . . 985 

Chapter 41 . . 
Programming Forms w1th VBScnpt 1013 

Chapter 42 
Using VBA in Outlook . . ........ 1031 

Chapter 43 
Integrating Outlook and Other 
Applications with VBA . . . . . . . . . . 1063 

Part 9 

Appendixes • ••• • • 1 089 

Appendix A 
Installing and Updating Outlook .. 1091 

Appendix B 
Office XP Resource Kit . . . . . . . . . . 1099 

Appendix C 
Update and Troubleshooting 
Resources ........... . ..... . . . 1103 

Appendix D 
Outlook Files and Registry Keys . . . 1107 

Appendix E 
Outlook Add-Ins 1113 

Appendix F 
Outlook Symbols ...........•.. 1121 

Appendix G 
Outlook Shortcuts . . . . . . . . . . . • . . 1127 

Appendix H 
Outlook Fields and Properties . . . . 1141 

Facebook's Exhibit No. 1003 
Page 14



Table of Contents 

Acknowledgments ............... . ......................... . . xxxvii 
We'd Like to Hear From You ......•.. ...... ......... ... . ... ..... xxxix 
Introduction ... .. . ....................•........................ xli 
Conventions and Features Used in This Book . ......... . . . .......... . .. li 

Part 1 

Working with Outlook 1 
Chapter 1 

Outlook Architedure, Setup, and Startup 3 
Overview of Outlook .... ... . . .......... ... ............ ....... 3 

Messaging .............. ... . ... . .............. .. ....... 4 
Scheduling ........ ....... ... ............ ... .......... . . 6 
Contact Management .................................... 8 
Task Management ............ .. ...... . .................. 9 
Tracking with Outlook's Journal ........................... 1 o 
Organizing Your Thoughts with Notes ...................... 11 

How Outlook Stores Data ....... .. ........................... 12 
Personal Folders-PST Files . . ............................. 13 
OST Files ... ..... ........ . . . . . ........................ 14 
Where Storage Files Are Located ..... ....... ............... 15 
Sharing Storage Files ......... . ............ ... ........... 17 

Understanding Messaging Protocols ............................ 18 
SMTP/POP3 ..... ........ ...... ....................... 18 
IMAP .......................... .. .................... 19 
MAPI ............................................... . 20 
LDAP ....... .... ... ...... . . .......................... 20 
NNTP ..... .. ......................................... 21 
HTML .......... . . ...... ......... .... ......... . ...... 22 
MIME .. . .. ...... ... .. . .......... ....... ....... .. ..... 23 
S/MIME . ............................................. 23 
MHTML . . ...... ......................... .. ........... 24 
iCalendar, vCalendar, and vCard . ............. . ............ 24 

Security Provisions in Outlo'ok ......... ...... ......... .. . ...... 24 
Support for Security Zones ................. ... ........... 24 

Attachme-nt and Virus Security .............. ........ ...... 25 
Macro Viruses .... . ............ .......... .............. 25 
Digital Signatures .... ..... .. ............ ........ .... .. . . 26 
Message Encryption ..... . .. ...... ...... ... ............. 27 

n. 
Security Labels .......................... . ....... . ...... 27 

n 
Understanding Outlook Service Options ............ .. ........... 27 

xiii 

Facebook's Exhibit No. 1003 
Page 15



Table of Contents 

Options for Starting Outlook ... ... ...................... . .. ... 28 
Normal Startup ............ . . . ........... . . . ... . .... . .. 28 

n 
Safe Mode Startup . ..... . .... .... . ...................... 29 
Starting Outlook Automatically .. .. .. ....... ....... ... . . ... 31 
Adding Outlook to the Quick Launch Bar .................... 32 
Changing the Outlook Shortcut ...... . .................... 32 
Use RUNAS to Change User Context . ..... .......... ... .... 34 
Startup Switches . ..... . . . .. ........ ... ............ ..... 35 
Choosing a Startup View ............................ ..... 37 

Chapter 2 
Advanced Setup Tasks 39 

Starting Outlook for the First nme .................... ........ . 39 

Configuring Accounts and SeNices ............................. 40 

Testing Your E-Mail Account ....... . .. ... ................. 42 
Understanding User Profiles .... ... . . ......... . .... . ........... 44 

Creating Profiles . . . ....... ........ ... . . ....... . ... .... . 46 
Switching Profiles ... ... .......... .... .... . . ............ 47 
Specifying the Startup Profile .................... . . ..... .. 48 

Configuring Online and Offline Data Storage ..... ... ..... . .... ... 49 
Personal Folders and Offline Folders . . . ..... . . .. ........... . 50 
Adding Other Data Stores .... .. ....... .. ............. ... .. 50 
Removing Data Stores ...... ..... ..... . ... ... . . .......... 52 
Configuring Offline Storage ...... ..... . ... ....... ...... .. 52 
Changing Your Data Storage Location ...................... 54 

Setting Delivery Options ..................................... 55 

Chapter 3 

Working in and Configuring Outlook 57 
Understanding the Outlook Folders . ..... . . ..... . . . ............. 58 
Working with the Standard Outlook Views ........... .. ..... . . . . . 59 

Outlook Today ...... ... . . . . ....... ........ .... .... ..... 59 
lnbox .............. . . ............. .. ........ . . . . . . . . . 60 
Calendar ............ . ....................... . .•.. .... 68 
Contacts ............................................. 73 
Tasks . . .. ...... . . . . . . . ... . . ........... ........ . . . . ... 75 
Notes ................................................ 78 
Deleted Items ....... ... ..... .............. . . . .. ....... 79 
Choosing the Startup View ........... .. .................. 79 

Using Other Outlook Features ............ ... ...... .. .......... 80 
Using the Outlook Bar ................ ... ......... .... . . . 80 
Using the Standard Outlook Toolbars . ... ...... ... ....... . .. 83 

Facebook's Exhibit No. 1003 
Page 16



Table of Contents 

Using Multiple Outlook Windows .......................... 84 
Using the Folder List ..... ... ............................ 85 
Using the Status Bar .................................... 86 
Using the Preview Pane .................................. 86 
Using AutoPreview ..................................... 87 

Using the lnfoBar ....................................... 88 
Configuring Outlook Options ................................. 88 

Preferences ... .... ............... .... ....... .. ........ 89 
Mail Setup .... ...... .... ..... . .. ............ .. . .. ..... 90 
Mail Format ..... . ................... . ...... ... ... ..... 91 
Spelling .......................................... .... 92 
Security ..................... . ........................ 95 
Other ............. . ......... . .................. . . . ... 95 
Delegates ..... ..... .... ............................... 97 
Setting Advanced Options ....... . ........................ 97 

Using Outlook on the Web .... ... ...... .. ................. ... 99 
Browsing the Web with Outlook .......................... . 99 
Using NetMeeting . ...... ..... ............... .......... 1 00 
Using NetShow .................... .. ....... .. ........ 1 00 

Accessing Your Mail Through a Browser ........................ 1 01 
Configuring Windows Settings for Outlook ...................... 1 01 

Display Settings ..... .. . .......... .. . . ....... . ....... .. 1 01 
Regional Settings ..... ... .............................. 1 02 
Time Synchronization ..... . ......... .. . . ............... 1 02 

Using Add-Ins ................... ... ...... .. .............. 102 

Chapter 4 
Using Categories and Types 1 05 

Understanding Categories .......... ... ...................... 105 
The Master Category List ............ . ....................... 107 
Customizing Your Personal 

Master Category List ..................................... 1 07 
Assigning Categories to New Items ............................ 1 09 

Assigning Categories Automatically ..... ..... ... .......... 110 
Modifying Categories and Category Assignments ................. 110 

Changing Existing Categories ............ . ............... 110 
Resetting the MCL to Its Default Version ................... 1' 11 
Changing Category Assignments ......................... 112 
Changing Category Assignments of 

Multiple Items at One Time ................ . .... . ...... 112 
Organizing Data with Categories .............................. 113 
Sharing a Personal Category List ....... . ........ ............. . 113 

Exporting Your Personal MCL ... ... .. . ... . .............. . 113 
Importing Categories ...... .... ... .... .... .............. 114 

Using Entry Types ........................................ .. 117 

XV 

Facebook's Exhibit No. 1003 
Page 17



Part 2 
Messaging 

Chapter 5 

Table of Contents 

119 

Managing Address Books 
and Distribution Lists 121 

Understanding Address Books .................. ...... ..... .. . 121 
OutJook Address Book ...... ........ ..... ....... .... . ... 122 
Personal Address Book ............ . ... ........ ......... 122 
Global Address List .... ........... .... . . ....... . . ...... 123 
Other Address Lists .............. ........ ......... .... . 124 

Configuring Address Books and Addressing Options . ....... ...... . 125 
Adding a Personal Address Book ...... ...... ......... ..... 125 
Setting Options for the Outlook Address Book ............ . .. 125 
Setting Options for the Personal Address Book ............... 126 
Removing Contacts Folders from the OAB .................. 127 
Setting Other Addressing Options .. . .. . . ........ . . . ....... 127 

Managing Contacts in the Personal Address Book ...... ..... . ... . . 130 
Creating Address Book Entries ........ ..... . . ....... .... .. 131 
Modifying Addresses .............. ........ ....... ... ... 133 
Removing Addresses ............................. . . . . . . 133 

Finding People in the Address Book ...... ...... . ......... . ..... 133 
Using Distribution lists ... . .. .. . . .. ..................... . .... 135 

Creating Distribution Lists ........ ........ . . . . . .......... 135 
Creating a Contacts Distribution List .. .... ....... ... . ...... 138 
Modifying a Distribution List ......... . ............... .. .. 138 
Renaming a Distribution List .......... .... ............... 138 
Deleting a Distribution List . ....... . . ..... ............ . .. 138 
Hiding Addresses When Using a Distribution List ........ ..... 139 
Using Distribution Lists on a Server ......... . .......... .... 139 

Automatically Adding Addresses to the Address Book .............. 142 
Sharing Address Books . . .... . ............. .. ................ 142 

Sharing Contacts Through a Public Folder ................... 143 

Chapter 6 

Using Internet Mail 145 
Understanding TCP/IP ... .. ............ ... . ... . ........ ..... 146 
Configuring Dial-Up Networking Options ....................... 147 

Dial-Up Networking in Windows 9x and Windows Me .... ... . 149 
Dial-Up Networking in Windows NT ....................... 151 
Dial- Up Networking in Windows 2000 ..................... 153 
Configuring Outlook for the Connection ..... .......... . . . . 154 

Using Internet POP3 E-Mail Accounts ........ .... ......... .. ... 154 
Configuring Genera~ Settings for Internet Accounts ..... ... . . . 156 
Configuring Outgoing Server Settings for Internet Accounts . . .. 157 
Configuring Connection Settings for Internet Accounts ........ 158 

Facebook's Exhibit No. 1003 
Page 18



Table of Contents 

Configuring Advanced Settings for Internet Accounts ......... 159 
Controlling Where Outlook Stores POP3 Messages ........... 160 

n 
Using IMAP Accounts .......................... .......... .. 161 

Controlling Where Outlook Stores IMAP Messages . .......... 162 

Using Outlook with CompuServe ............................. 163 
Configuring Outlook for Classic CompuServe Accounts ........ 163 
Configuring Outlook for CompuSeNe 2000 Accounts ......... 164 

Using Hotmail and Other HTIP-f3ased Services ..... ............ .. 165 
Using Outlook with Hotmail Accounts ........... . ......... 1165 
Understanding Where Outlook Stores HTIP Messages ........ 167 
Using Outlook with Prodigy ............................. 167 
Using Outlook with MSN ........ • ...................... 168 

Using Multiple Accounts ........................ . ........... 168 
Sending Messages Using a Specific Account .............. ... 168 
Separating Incoming Messages by Account ............ ..... 170 

Keeping a Copy of Your Mail on the Server ...................... 170 
Viewing Full Message Headers ................................ 172 

Chapter 7 

Sending and Receiving Messages 173 
Working wlth Messages ..................................... 173 

Opening a Standard Message Form ....................... 174 
Addressing Messages ...... .. ................ . ......... 176 
Including Carbon Copies and Blind Carbon Copies ... . ........ 177 
Using Word to Compose Messages ........................ 177 
Specifying Message Priority and Sensitivity .................. 179 
Saving a Message to Send Later .......................... 179 
Setting Sending Options .. .... .. . ..................... .. 180 
Controlling When Messages Are Sent ......... .... ...... ... 182 
Requesting Delivery and Read Receipts .................... 182 
Using Message Tracking and Receipts Options ............... 183 
Sending a Message for Review ...... ........ ....... ...... 184 
Sending a Message as an Attachment ...................... 185 
Sending to a Routing Recipient ........................... 185 
Replying to Messages .................................. 187 
Forwarding Messages ....................... . .......... 187 
Using Other Reply and Forwarding Options ................. 188 

Controlling Synchronization and Send/Receive Times .............. 190 
Setting Up Send/Receive Groups ......................... 190 
Filtering Folders During Synchronization .................... 193 
Clearing a Filtered Selection ............................. 194 
Limiting Message Size ..................... .... ......... 195 
Scheduling Send/Receive Synchronization ....... . .......... 196 

xvii 

Facebook's Exhibit No. 1003 
Page 19



Table of Contents 

Managing Messages and Attachments ......................... 198 
Saving Messages Automatically .... . ....... . ....... . .. . ... 198 
Retaining a Copy of Sent Messages ........ . .............. 199 
Savi111g Attachments to a Disk ....... . ..... . .............. 200 
Savi111g Messages to a File .......... . . . ... . . . ............ 200 
Configuring Message Handling ........ . ... . .............. 201 
Moving and Copying Messages Between Folders ..... . ... . ... 201 
Deleting Messages . . . .................... . ......... . .. . 202 

Including More Than Text ........ . . . .................... . ... 202 
Formatting Text in Messages ................... . . . ....... 202 
Including Graphics in Messages ... . ........... . ... . ...... . 204 
Inserting Hyperlinks .............. . ... . ................ . 207 
Attaching Files ... . .......... . .............. . .......... 211 
Attaching a Business Card to a Message . ... . .. . .. . ......... 212 

Customizing Your Messages with Stationery ..... . ..... . ......... 212 
Using Predefined Stationery ........................ . .... 213 
Creating Your Own Stationery ........... . ............... 214 

Using Signatures ............... . ........... . ... .. ... . . . . . . . 215 
Understanding Message Signatures ... . . .. ................ 215 
Defining Signatures ____ __ ............. . ....... . ........ 215 
Addung Signatures to Messages .......... . ....... . . . ...... 216 

n- - .-a-
Using Instant Messaging .. .. . .... ...... . . . . . ............ 217 
Installing MSN Messenger Service .......... . ........ . . . ... 219 
Addi'ng Contacts for MSN Messenger Service ....... _ ..... . .. 219 
Setting Instant Messaging Options ......... . . ..... _ . . ..... 220 
Sending Instant Messages in Outlook ................ . ..... 220 

Configuring Other Messaging Options ................. . ....... 221 
Setting Up Notification of New Mail .............. . .... _ . .. 221 
Controlling Dial-Up Account Connections ...... . ... . ....... 222 
Formatting Internet and International Messages ........ . .. . .. 222 

Chapter 8 

Filtering, Organizing, and 
Using Automatic Responses 225 

Flagging and Monitoring Messages and Contacts ................. 226 
Flagging Outgoing Messages ...... . ....... . ... . ...... . .. 226 
Viewing and Responding to Flagged Messages .............. 227 
Flagging Sent and Other Messages . .............. . ........ 228 
Flagging Contact Items .. . .......... .. ........... . ...... 229 

Grouping Messages by Customizing the Folder View . . . . .. ... . . .. . 230 
Processing Messages Automatically .... . ... . ........... . ....... 231 

Understanding Message Rules ............ . .............. 231 
Creating Client-Side and Server-Side Rules .................. 234 
Creating New Rules ....................... . ............ 235 
Applying Rules to Specific Folders ...... . .................. 240 
Copying Rules to Other Folders ... . ... . .......... . ....... 241 

Facebook's Exhibit No. 1003 
Page 20



Table of Contents 

Creating Rules Based on Existing Messages ................. 241 
Creating Rules That Use OR Logic ...... .... . ...... . ...... 242 
Modifying R;ules .... ............ . ......... . ..... ...... 243 
Setting Rule Order ......... . ..... ........ ... ........... 243 
Stopping Rules from Processing .......................... 244 
Disabling and Removing Rules .. ........... ........ ... ... 244 
Sharing Rules with Others ...... ..... ............. .... ... 245 
Using the Organizer Pane to Create Rules .................. 246 
Using Rules to Move Messages Between Accounts ........... 247 
Running Rules M anually and in Specific Folders . . . ... ........ 247 

Managing Junk and Adult Content Mail ........................ 248 
Filtering Junk and Adult Content Mail ...................... 248 
Managing the Junk Senders and Adult Content Senders Lists .... 250 
Applying Exceptions to Junk and Adult Content Conditions .. ... 251 
Creating Other Junk and Adult Content Rules . ..... ......... 252 

Creating Automatic Responses with the Out Of Office Assistant ..... 253 
Managing Mail When You're Out ......................... 253 
Using the Out Of Office Assistant ........................ 254 

Creating Automatic Responses with Custom Rules .......... . ..... 257 
Setting Up the Reply .. ........................... ..... . 258 
Creating Automatic Responses from Local Templates .......... 259 
Creating Automatic Responses from the Server .............. 260 

Chapter 9 

Sending and Receiving Faxes 261 
The Native Windows Fax Service .............................. 261 
Configuring the Fax Service . ................................. 262 

Installing Under Windows 2000 ....................... . .. 262 
Adding Microsoft Fax to Your Profile ....... ...... ......... 262 
Configuring Microsoft Fax Under Windows 2000 ............. 267 
Configuring User Properties ......... .. ...... .. .......... 270 

Sending Faxes ............. .. ....... . ......... ... ......... 272 
Using Cover Pages ..... ........................ ... ......... 274 

Adding Default Cover Pages ........... ... ............... 274 
Creating New Cover Pages . ...................... ...... . 275 

Receiving Faxes .... ........................... .... .. ...... 276 
Viewing Faxes ........................... ... .......... 277 
Printing Incoming Faxes ... ... ........... ......... . ..... 279 

Managing Faxes ..... ........... . .......................... 280 

Chapter 10 

Integrating Outlook Express and Outlook 281 
Outlook vs. Outlook Express ................................. 282 

E-Mail ... .. ................... . .. . .. ... ............. 282 
Newsgroups . . . ................. . ............... ...... 283 
LDAP Searches ....... . ........................... . .... 284 
The Bottom Line ..... . ................................ 285 

xix 

Facebook's Exhibit No. 1003 
Page 21



Table of Contents 

Copying Messages and Addresses to Outlook ................ .. . .. 285 
Understanding How Outloolk Express Stores Messages ........ 285 
Migrating Messages Between Systems . .................... 285 
Migrating Your Windows Address Book Between Systems ...... 287 
Copying Messages, Addresses, and Rules 

to Outlook from Outlook Express ....................... 288 
Copying Addresses and Messages to Outlook Express ............. 291 

Copying Addresses from Outlook to Outlook Express ......... 291 
Copying Messages from Outlook to Outlook Express ....... . .. 292 

Copying Accounts ......... . . . .......................... . .. 294 
Copying Accounts to Outlook ............... .... . .. .. ... . 294 
Copying Accounts to Outlook Express ......... ........... . 295 

Chapter 11 

Using Outlook Express for Public 
and Private Newsgroups 297 

Overview of Newsgroups and News Servers ................ . .... 297 
Configuring Outlook Express for Newsgroups .................... 298 

Starting Outlook Express to Read Newsgroups ............... 298 
Setting Up a News Account . ... ... . ...................... 299 

Managing the Newsgroup List ............. . ...... .. . . ........ 303 
Downloading and Updating the List ....................... 304 
Subscribing and Unsubscribing to Groups ..... . . . . . ...... .. . 304 
Viewing a Group ...................................... 306 
Searching Descriptions ....... .. .. . ...... .. . ............. 306 

Reading Messages ......................................... 307 
Downloading Message Headers .......................... 307 
Viewing and Reading Messages . .............. . .......... 308 
Working with Message Threads ... . ................. . . . .. 310 
Unscrambling Messages ................................ 310 

Posting Messages ....................... . .................. 311 
Posting a Message to a Single Group ................... . .. 311 
Posting a Message to Multiple Groups . .. .............. .. .. 312 

Processing Newsgroups and Working Offline .......... . .. .. .... . 312 
Downloading a Selection of Messages ...... . .............. 313 
Creating Messages Offline ........ . .................. . .. 314 
Synchronizing Individual Newsgroups ...................... 314 
Synchronizing All Newsgroups and E-Mail Accounts .......... 315 

Monitoring and Managing Messages ........................... 315 
Flagging Messages .................................... 316 
Watching a Conversation ............... . ....... ... ..... 316 
Ignoring a Conversation ................................ 317 
Finding Messages . . ................................... 3 18 
Filtering and Controlling the Message View . . ........... . ... 319 

Using Rules ........... . .................... . .............. 320 
Creating Custom Views ................................. 320 
Processing Messages with Rules .. .. .... ...... ........... . 322 

Facebook's Exhibit No. 1003 
Page 22



[ 
Table of Contents 

Working with Attachments . ...... . ... . .... . ... .. . .......... . 323 
Previewing Attachments ... . . . . . . . . . . .. ..... . ........... 323 
Saving Attachments ....... . .. .... .. . ........... . ....... 324 
Posting Messages with Attachments . ...... . ............... 324 
Decoding Attachments .......... . ................. . .... 324 

Archiving and Restoring Messages ... . .. . ............ . ......... 324 
Archiving Messages .......... . .. . ........ . ........ . .... 325 
Archiving a Newsgroup .......... . ...................... 325 
Moving Your Message Store ...... . ... .. .... . ...... . ..... 326 
Retaining Accounts and Messages During a Reinstallation ...... 327 

Chapter 12 

Securing Your System, 
Messages, and Identity 329 

Using Security Zones . ............... . ... . .. . ....... . . . . .. .. 330 
Protecting Messages with Digital Signatures ........... . ......... 332 

Understanding Digital Certificates and Signatures ...... . ..... 332 
Obtaining a Digital Certificate ..... . ..... . .. . ..... . ....... 333 
Copying a Certificate to Another Computer ................. 335 

Signing Messages ................... . ...................... 339 
UnderstandingS/MIME and Clear-Text Options .............. 340 
Adding Your Digital Signature .. .......................... 340 
Setting Global Security Options ........ . .... . .... . .. .. .... 341 
Creating and Using Security Profiles .. . . . .................. 343 
Reading Signed Messages . . . .. ........................ . . 346 
Changing Certificate Trust Relationships . . ............ . ..... 348 
Configuring CA Trust .................. . .............. . . 350 
Viewing and Validating a Digital Signature . . ..... .. .... . .... 351 

Encrypting Messages . .......... .. . . . ... . . . . ................ 354 
Getting Ready for Encryption . .. . ....... . ................ 355 
Sending Encrypted Messages .... . .......... . . .. .... .. . . . 358 
Reading Encrypted Messages ............. . . . . . . . ........ 358 
Importing Certificates from Outlook Express .............. . . 359 

n 
Virus Protection ............................ . . . ... .. ... . . . . 359 

Protecting Against Viruses in Attachments ..... . . . . . .... . ... 360 
Protecting Against Office Macro Viruses . .. . . . .............. 364 

Chapter 13 

Processing Messages Selectively 365 
Understanding Remote Mail Options ...... . ............... . .... 366 

Remote Mail in a Nutshell .... . .............. . . . .... . .. . . 366 
Setting Up for Remote Mail ... . ........ . . . . .. . .......... . 367 

n 
Working with Message Headers ....... . .............. . ....... 368 

Downloading Message Headers . . ................ .. ...... 368 
Marking and Unmarking Message Headers ....... . . . . .. ... . 369 
Processing Marked Headers ............. . ..... . ......... 372 

xxi 

( 

Facebook's Exhibit No. 1003 
Page 23



xxii 

Table of Contents 

Selective Downloading for POP3 Using Send/Receive Groups ....... 373 
Retrieving Only Message Headers . . . . . . ................ .. 374 
Retrieving Based on Message Size . . ... .................... 375 
Keeping Messages on the Server ........... ....... .. . ..... 376 

Part 3 

Contad Management 
Chapter 14 

379 

Managing Your Contacts 381 
Working with the Contacts Folder ....................... ...... 382 
Creating a Contact Entry ....... .... ......................... 383 

Creating Contact Entries from the Same Company ....... ... .. 385 
Creating a Contact Entry from an E-Mail Message .. . ...... . .. 386 
Copying an Existing Contact Entry . ... ... .............. . .. 386 

Creating Other Contacts Folders ................... .. ...... . .. 386 
Copying the Design of a Folder ............. ......... . . ... 387 

Working with Contacts ..................................... 389 
Associating a Contact with Other Items and Documents ....... 389 
Assigning Categories to Contacts . ................... ..... 393 
Resolving Duplicate Contacts . ....... ... . .... .. ... . ...... 393 
Phoning a Contact ..... .... . .... ....................... 395 
Sending an E-Mail Message to a Contact ............. ... ... 397 
Sending a Letter to a Contact .............. . ............. 398 
Connecting to a Contact's Web Site ................ ... .... 398 
Scheduling Appointments and Meetings with Contacts . . . . .... 399 
Assigning a Task to a Contact ............................ 400 
Flagging a Contact for Follow-Up ... . ............... . . . ... 400 
Finding Contacts ... . ............... . . ................. 403 

Viewing Contacts .......... .. .............. ................ 404 
Using Standard Views in the Contacts Folder .......... .. . . . . 405 
Customizing the Contacts View ................... ....... 405 

Printing Contacts ................... . ................. . .... 409 
Working with Distribution Lists ............... . . . . . ........... 411 

Creating a Personal Distribution List ....... . ........... . ... 412 
Adding or Deleting Names in a Distribution List .... . .. . ... ... 413 

Sharing Contacts ....... . .. .......... .. ........ ..... . . . .... 414 
Sharing Your Contacts Folders ................... .. . . . . ... 414 
Sharing Contacts with vCards ................... . . . ..... . 415 

Setting Contact Options ..... ... . ...... . .. .. . . . . . ..... . ...... 418 

Chapter 15 

Using LDAP Directory Services 421 
Overview of LDAP Services ................... ......... ...... 421 

Configuring a Directory Service Account in Outlook .......... ... .. 422 
Configuring a Directory Service Account in Outlook Express ......... 425 

Facebook's Exhibit No. 1003 
Page 24



Table of Contents 

Using LDAP to Find People ....... . ........ . .............. . .. 427 
Searching from Outlook . . ....... ... ......... . ... . ...... 427 
Searching from Outlook Express ............. . . . . . ........ 428 
Searching from Windows ..... . .... . . . ................. . 429 

Configuring an LDAP Server . ............. . .... . ... . ......... 429 
Adding Global Catalog Servers .... . . . . . .................. 429 
Configuring Exchange Server 5.x LDAP Properties .. . ........ . 430 
Configuring Exchange 2000 Server LDAP Properties .. ....... . 435 

Chapter 16 

Making Notes 439 
Understanding Outlook Notes ................ . .. . ............ 439 
Configuring Note Options . .............. . . . . . ... .. .......... 441 
Working with Notes ................... . .................... 442 

Adding a Note ...... . ... . . ....... . . . .................. 442 
Reading and Editing a Note . ... . .. ... .. . ....... . . . ...... . 442 
Forwarding a Note ... . .......... . ...................... 442 
Adding a Note Sent to You ... . .............. . . . ......... 443 
Using a Note to Create a Task or an Appointment .. . ....... . . 444 
Moving and Copying Notes .............. . .............. 444 
Changing Note Color .................... . .... . ..... . .. 446 
Assigning Categories to Notes ............. . . . ........ . . .. 446 
Printing a Note ............................ . .......... 447 
Date and Time Stamping Notes .......... . ................ 447 
Deleting a Note ..... . ............. . ................... 448 

Viewing Notes ........ . . . ....... . ... . . . ................... 448 

Chapter 17 

Keeping a Journal 449 
Understanding the Outlook Journal ... . .... . ... . ............. . . 449 
Using Automatic Journaling ... . .......... . . . ................. 452 

Setting Journal Options .... . ........ . ................... 455 
Turning off Arutomatic Journaling ..................... . ... 456 
Automatically Recording E-Mail Messages ........... . ...... 457 
Automatically Recording Contact Information ........ . ...... 457 
Automatically Recording Document Activity .. . ............ . . 458 

Adding Journal Items Manually ............................... 459 
Recording Work in a File Manually .... . ................... 459 
Recording Outlook Items Manually ..... . .................. 460 
Recording Other Activities Manually .. . .................... 460 
Manually Recording Phone-Calls . . ........ .. ........ . ..... 461 

Changing Journal Entries ......... . ........ . .. . .. . .... . ...... 462 
Modifying an Entry ....... . . . ........ . ....... . ......... 462 
Moving an Entry on the Timeline ....... . ................. 463 
Deleting an Entry ..... . ... . ............. . . . . . . . . ... . ... 463 

Connecting Journa~ Activities to Individual Contacts ............... 464 

xxiii 

Facebook's Exhibit No. 1003 
Page 25



xxiv 

Table of Contents 

Viewing the Journal .... . ... ... ......... . . . ................. 465 
Using By Type View .. ................ . . ... ..... .. ...... 465 
Using By Contact View .......................... . ...... 466 
Using By Category View ............ ....... ...... . ...... 467 
Using Entry List View .. .... .. ........... .............. . . 468 
Using Last Seven Days View .. . ...................... . ... 469 
Using Phone Calls View .. . .......................... . ... 470 
Customizing Journal Views ................ .. ............ 471 

Printing Journal Items ...... ... .... ... .. ...... . .. . ... ........ 472 
Sharing Journal Information ....... . .. . . . . . ................... 474 

Part 4 

Scheduling 477 
Chapter 18 

Scheduling Appointments 479 
Calendar Basics .............. . ... . ............... . ... .. .... 479 

Understanding Calendar Items . . ... . ..... . . . . . ........... 480 
Using the Time Bar .......... . ......... .. ....... ... .... 481 
Using the Date Navigator ..... . ................... .. . .. . 484 
Using the TaskPad ..................................... 485 
Setting the Number of Days Displayed .......... ... ... ..... 485 
Selecting a Date .................... . ......... . ........ 487 

Working with One-Time Appointments ...... . .................. 487 
Specifying the Subject and Location .... . ...... ... ......... 488 
Specifying Start and End Times ........ . .............. . ... 488 
Setting a Reminder ............... . ............ . ... . ... 488 
Classifying an Appointment .................. . . . ... . ..... 489 
Adding a Note . ... ........ . . . ... ... ... .... ..... . ...... 490 
Assigning a Contact ............. .. ........ . ............ 491 
Categorizing an Appointment .... .................... .... 491 
Saving an Appointment ....... . ...... . .................. 492 
Changing an Appointment to an Event ............. .... .... 494 

Working with One-Time Events .............. . . ... .. .......... 494 
Using the Event Form .......... .... ... .. ............... 495 
Changing an Event to an Appointment . ... . ................ 495 

Creating a Recurring Appointment or Event ........... . ......... 496 
Modifying an Appointment or Event ... ...... . ....... . ........ . 497 
Deleting an Appointment or Event ... ... .. .................. . .. 497 
Using Color Effectively ................................... . .. 497 

Assngning Color to an Appointment Manually ............... 497 
Assngning Color to an Appointment Automatically ............ 498 

Printing Calendar Items ... . . . , , ..........•................. . 500 
Customizing the Current Calendar View ... ... . . ... .. .. .... ..... 500 

Redefining Fields ..... .. .... . ..... . ............ . . . ..... 501 
Filtering Calendar Items .. . . . ... . . . .............. ... ..... 501 
Controlling Fonts and Other View Settings ...... . ........... 503 

Facebook's Exhibit No. 1003 
Page 26



Table of Contents 

Creating a Custom View ....................... . ... ...... ... 504 
Creating a New View ................................... 504 
Copying a View ....................................... 506 

Backing Up Your Schedule ................. . ... . ............. 506 
Sharing Your Calendar .............................. . . ...... 509 
Mana~ing Your Free/Busy information .... ...... .............. . 512 

Put51ishing Your Schedule ................................ 513 
Specifying the Schedule Server ..... . ..................... 515 
Refreshing Your Schedule . .... ........ ....... .. . . ....... 516 
Sending Your Free/Busy Information via E-Mail ...... , ... .... 516 
Changing the Free/Busy Status of an Item .................. 517 

Managing Time Zones ............................. . ........ 518 
Changing the Time Zone ..... ....... . ......... . ......... 518 
Using Two Time Zones ........ .. ........... ... ..... .... 519 

Publishing Your Calendar as a Web Page ........................ 520 

Chapter 19 
Scheduling Meetings and Resources 521 

Sending a Meeting Request ..... .. .................. ..... .... 522 
Selecting Attendees ...........................•........ 522 
Scheduling a Meeting .................................. 524 
Scheduling a Meeting from the Contacts Folder ..... ... ...... 525 
Changing a Meeting ..... .... ....... .. ......... ...... . . 526 

Responding to a Meeting Request ............................. 526 
Receiving a Request for a Meeting ............... . ........ 526 

Receiving a Response to Your Request .. ...... . ... . ...... .. 527 
Checking Attendees . ................................... 529 

Scheduling Resources ......... .... . ......................... 530 
Setting Up Resources for Scheduling ....................... 530 
Using the Configured Resources .................... ...... 534 

Holding an Online Meeting ....................... . .......... 536 
Setting Up NetMeeting . ............ .... ....... . . . ...... 536 
Scheduling a NetMeeting Conference ............... . ...... 537 
Using NetMeeting ............... . .......... . . . . . ...... 538 

Broadcasting a Presentation .................................. 543 
An Overview of Presentation Broadcasting .................. 543 
Scheduling a Presentation .................. .. ........... 545 
Viewing a Presentation ................................. 545 

Chapter 20 

Managing Your Tasks 54 7 
Working with Tasks in the Tasks Folder ......................... 548 

Creating a Task .............. . ........................ 550 
Copying an Existing Task ................................ 554 
Creating a Recurring Task .................... ...... ..... 554 
Adding a Reminder . . ................... ... ............ 555 

XXV 

Facebook's Exhibit No. 1003 
Page 27



I able of Contents 

Setting a Task Estimate .. ........................... .. .. 556 
Marking a Task as Completed ............................ 557 

Assigning Tasks to Others .... .. . ....................... ..... 557 
About Task Ownership . . . . . ............................ 557 
Making or Accepting an Assignment ... ... .... . ........ .. .. 558 
Reclaiming Ownership of a Declined Task ............... . ... 561 
Assigning Tasks to Multiple People ........................ 561 
Tracking the Progress of a Task ........................... 562 
Sending a Task Status Report .... ........................ 563 
Creating an Unassigned Copy of an Assigned Task ...... . . . . .. 564 

Viewing and Customizing the Tasks Folder ......... ........... .. 564 
Changing Fonts and Table View Settings ................... 565 
Using Automatic Formatting ............................. 567 
Setting General Task Options .......................... . . 569 

Working with Tasks in Other Ways ...... . . .... .......... ...... 569 
Working with Tasks on the TaskPad ... .. ............ .. . ... 569 
Working w ith Tasks in Outlook Today .. .. . ................. 572 

Chapter 21 

Integrating Microsoft Outlook 
and Microsoft Project 573 

Overview of Microsoft Project ................................ 573 
Project Management Basics ............. ..... ........ .... 574 
Keeping a Project in Balance ....... .. . . . .. ........... ... . 575 
Microsoft Project's Four Project Management Steps ........... 576 
Creating a Simple Project ............................. . .. 577 

Integrating Your Outlook Calendar ......... . .............. .. .. 580 
Integrating Your Address Book ............. ....... ....... ..... 581 

Creating a Resource List ............. . .................. 581 
Assigning a Resource to a Task ...................... . .... 583 

Keeping Track of Your Progress .............. . ................ 584 
Integrating Communication Features ....... ... ........... .. .... 585 

Notifying Others That a Task Is Assigned ................... 585 
Sending an Update .............................. . ..... 587 
Reporting the Status of a Task ............................ 588 

Reading Workgroup Messages in Outlook ....................... 589 
Opening and Viewing a Workgroup Message ................ 589 
Responding to a Workgroup Message ............. . ... . · ... 590 
Reporting the Status of an Outlook Task .. ........... . . . ... 590 

Sending and Routing Project Files .......... . ................. . 591 
Sending a Project File Using Outlook ...................... 592 
Routing a Project File Using Outlook ...................... 592 
Forwarding a Project File Using Outlook .................... 594 

Facebook's Exhibit No. 1003 
Page 28



( 
Table of Contents 

Part 5 

Customizing Outlook 595 
Chapter 22 

Using Templates 597 
Working with E-Mail Templates ...... .. ........... ...... .. .... 597 

Creating an E-Mail Template .. ...... ........ ............. 598 
Using an E-Mail Template ............. .... .......... . ... 599 
Using a Template with a Distribution List ............... . ... 600 

Using Other Outlool< Template Types . . .. . .......... ... .... . ... 600 
Appointments and Meetings ................... . ......... 600 
Contacts .................................. . ......... 601 
Tasks and Task Requests ..... .......................... . 602 
Journal Entries ...... ....... ....... ..... ......... ...... 602 

Editing Templates .......... . ............................... 602 
Sharing Templates .......................................... 603 

Chapter 23 

Customizing the Outlook Interface 605 
Customizing the Outlook Bar ................................. 605 

A Quick Tour of the Outlook Bar ......................... 605 
Showing and Hiding the Outlook Bar ...................... 606 
Changing the Size of Icons on the Outlook Bar .............. 607 
Rearranging Icons on the Outlook Bar ......... .. .......... 607 
Adding a Folder or Document to the Outlook Bar ............ 608 
Adding a Web Site to the Outlook Bar .................. .. . 609 
Removing an Icon from the Outlook Bar ................... 610 
Renaming an Icon on the Outlook Bar .......... ....... .. . . 610 
Working with Groups on the Outlook Bar ................... 61 0 

Customizing Command Bars ........ . ........................ 612 
Working with Toolbars . . . . . ... . . .. . .. ... . ..... . . ....... 612 
Creating Custom Command Bars .. . . . • ......... . ......... 614 

Customizing Outlook Today View ............................. 623 
Configuring Outlook Today .............................. 624 
Customizing Outlook Today with HTML ................... . 626 

Chapter 24 
Creating Custom Views and Print Styles 631 

Creating and Using Custom Views ................... . ......... 631 
Basing a New View on an Existing View .................... 632 
Creating a New View from Scratch ...... ................. . 633 
Modifying, Renaming, or Deleting a View ....... ........... 636 
Customizing a View's Settings ......•..................... 636 

x:xvii 

Facebook's Exhibit No. 1003 
Page 29



Table of Contents 

Printing in Outlook ......................................... 645 
Overview of Print Styles ......... . . .. .. ......... . ....... 645 
Printing from Outlook ............. . . . .................. 646 
Creating Custom Print Styles ........ . . .. ........... . ..... 649 
Deleting Print Styles .............. . ....... ....... ...... 651 
Resetting Print Styles .... .......... ........ ........ .... . 651 

Chapter 25 

Automating Common Tasks 65 3 
Understanding Automation Opt ions ........................... 653 
Understanding Macros . . .... ...................... . .... . . . . . 654 
Using Macros .. . . ... ........ . . ... .................... . . . .. 654 

Creating a Macro from Scratch ...................... . . . .. 655 
Running a Macro ...................................... 657 
Editing a Macro ... ...... . ... ...... ....... ....... ..... . 658 
Stepping Through a Macro ......................... . .... 659 
Deleting a Macro .. ... ............ .. .............. . .... 660 
Sharing Macros with Others ......... . . . ............ . .... 660 

Setting Macro Security .... . ........ . .... . .............. . .... 661 
Using Security Levels ................................... 661 
Specifying Trusted Sources .............................. 662 

Part 6 

Managing Outlook 663 
Chapter 26 

Integrating Outlook 
with Other Office Applications 665 

Using Contacts for a Mail Merge in Word . .. . ................... 666 
Exporting Contacts to Access . . . . ......... .. ............. . .... 670 
Importing Contacts f rom Access ... . ....... .. ............ . .... 672 
Exporting Contacts to Excel .............. . ... . .......... . .... 674 
Importing Contacts from Excel ... . ......... . .................. 675 
Exporting Tasks to Office Applications .......................... 676 
Using Notes in Other Applications ............................. 677 

Chapter 27 

Delegating Responsibilities to an Assistant 679 
Delegation Overview .... . .............. . . . ....... . .... .. ... 679 
Assigning Delegates and Working as an Assistant ................. 680 

Adding and Removing Delegates .................... ... . . 680 
Taking Yourself out of the Meeting Request Loop ..... ..... .. 683 
Opening Folders Delegated to You ........................ 683 
Scheduling on Behalf of Another Person ............... . . . .. 684 
Sending E-Mail on Behalf of Another Person . . . . . . . . . . . .. . . . 685 
Granting Send-on-Behalf-of Privileges to a Distribution List ..... 685 

xxviii 

Facebook's Exhibit No. 1003 
Page 30



Table of Contents 

Granting Access to Folders ..... ... ........ . ......•........... 687 
Configuring Access Permissions ........................... 687 
Accessing Other Users' Folders ........................... 689 

Chapter 28 

Managing Folders, Data, and Archiving 691 
Understanding Outlook Folders ............................... 691 
Working with the Folder List ................................. 692 
Using and Managing Folders ......................... .. ...... 693 

Using a Folder ...................... . ........ .......... 693 
Creating a Folder ............. .... ... .................. 694 
Adding a Folder Shortcut to the Outlook Bar ................ 696 
Renaming a Folder ..................................... 696 
Copying and Moving a Folder ....... .. ................... 698 
Deleting a Folder ............................. . ........ 699 
Setting Folder Properties ........... . .................... 700 

Using Web Views with Folders . .......... . .................... 704 
Why Use Web Views? .................................. 704 
Assigning a Web Page to a Folder ......... . ...... ... ...... 705 
Removing a Web Page from a Folder ...................... 706 
Using a Folder's Web Page ... ........................... 707 

Using Multiple Personal Folders ............................... 707 
Adding a Personal Folder ................................ 708 
Removing a Personal Folder ............................. 709 

Managing Data .. . ................................. ... .... 71 0 
Copying and Moving Data Between Folders ................. 71 0 
Archiving Your Data Automatically ... .... ....... ...... ... . 711 
Archiving Your Data Manually .................... .... .... 712 
Restoring Data After a Crash or a Reinstallation .............. 713 

Configuring the Automatic Archiving of Items .................... 716 
Run AutoArchive Every n Days ... ... ..................... 716 
Prompt Before AutoArchive Runs ....... . .......... ... . . .. 717 
Delete Expired Items .... ........ ... ... . ............ . . .. 717 
Archive Or Delete Old Items ............................. 717 
Show Archive Folder In Folder List ........................ 718 
Default Folder Settings For Archiving ...................... 718 
Apply Settings To All Folders ...................... . ...... 718 
AutoArchive Settings For Individual Folders ................. 718 
Setting Retention Policy ................................ 719 

Chapter 29 

Finding and Organizing Data 721 
Using the Find A Contact Tool to Search for Contacts .............. 721 
Using the Find Bar ......................................... 723 
Using Advanced Find ....................................... 725 

The Advanced Find Dialog Box ........................... 725 
Specifying Advanced Search Criteria .. . . . .... ....... . ...... 727 

xxix 

Facebook's Exhibit No. 1003 
Page 31



XXX 

Table of Contents 

Organizing Data ... . ................................. .. .... 728 
Organizing Your E-Mail ............ .. ..... . ....... ... ... 728 
Organizing Your Calendar . . ......................... . ... 731 
Organizing Contacts, Tasks, and Notes ..................... 732 

Chapter 30 

Backin' Up, Exporting, and 
lmport1ng Information 733 

Backing Up and Restoring Data ............................... 733 
Backing Up Your Outlook Data ............... . ........... 734 
Backing Up Your Entire Mailbox .... ............. ... ...... 735 
Restoring Your Data ... ... ...................... ....... 739 
Scheduling Automatic Backups .... . ...................... 741 

Exporting Data ............................................ 742 
Exporting Messages .................................... 744 
Exporting Addresses .... .. ............................. 746 
Exporting Data to a File ................... . ............. 747 

Importing Data .. . . . ........ . ....... . ....... ............ ... 748 
Importing Data to Outlook .......................... .. .. 748 
Importing Internet Mail Account Settings .............. . .... 749 
Importing Internet Mail and Addresses ....... . ........ . .... 749 
Importing a vCard File . ............................ . .... 751 
Importing an iCalendar or a vCalendar File .. ...... ... ...... . 751 
Importing from Another Program File ........ . ............. 751 

Part 7 

Using and Administering Outlook 
with Exchange Server 755 

Chapter 31 
Exchange Server Overview and Setup 757 

Introduction to Exchange Server ................ . ............. 757 
Installing Exchange Server .......................... . ........ 758 

Installing Windows 2000 Server .... ... ... ... ............. 759 
Installing Windows 2000 Service Pack 1 . ... ..... . .......... 764 
Installing Exchange 2000 Server .......................... 765 

Upgrading to Exchange 2000 Server from Exchange Server 5.5 ...... 768 
Adding Mailboxes ................... .. .................... 769 
Creating Distribution Groups ........ . ..... ..... ...... . ..... . . 772 
Creating Public Folders ...................................... 775 

Chapter 32 
Configuring the Exchange Server Client 777 

Outlook as an Exchange Server Client ... ... ..... .............. . 778 
Configuring General Properties ............................... 780 
Configuring Advanced Properties .............................. 781 

Facebook's Exhibit No. 1003 
Page 32



Table of Contents 

Configuring Connection Properties ............................ 783 
Configuring Remote Mail Properties . . .... .. ........ .. ... ..... . 784 
Controlling Where Outlook Stores Exchange Server 

Messages and Data ............... . ...................... 785 

Chapter 33 

Messaging with Exchange Server 789 
Storing Messages .. .. ........... .. ...... ...... ..... ........ 790 
Sending Messages ...................................... . . . 790 

Addressing Messages ............ .......... ........... . 791 
Checking Names ...................................... 793 
Setting Message Importance and Sensitivity ...... . .. . ....... 793 
Redirecting Replies .................................... 794 
Using Delivery and Read Receipts .............. . ... . ... .. . 795 
Saving Messages ........................... ...... ..... 797 
Controlling When Messages Are Delivered .................. 797 
Setting Messages to Expire . ...... ................. ... ... 797 
Linking a Contact Item to a Message ............ . . . ....... 798 
Assigning a Category to a Message .. . ...... ..... ......... 798 

Recalling a Sent Message Before It's Read .. .. . ..... .. ......... .. 798 
Copying Global Addresses to Your Contacts Folder ................ 799 
Adding External Addresses to the Global Address List . . .... ........ 799 
Restricting Access to the Global Address List ..................... 800 
Voting in Outlook ................ . .............. ........ .. . 801 

Sending a Message for a Vote ............... . ............ 801 
Casting Your Vote . . ................................... 803 
Viewing and Sorting Votes ... .. . . .......... . ............ 804 
Setting Options for Voting .............................. 806 

Chapter 34 

Sharing Information with Others 809 
Sharing Overview . . . . . . ... . ........ ... ..................... 809 
Setting Up Public Folders . ......... ..... ........ ............. 810 

Creating a Public Folder ...... . ............ . ............. 811 
Configuring Folder Properties ............................ 812 
Applying Rules to Folders .... . .......................... 819 

Setting Up a Message Board ...... . ............ . ............. 821 
Setting Up an Unmoderated Message Board .. .... ... . ...... 822 
Setting Up a Moderated Message Board .......... . ......... 822 
Acting as a Moderator ............ . .............. . ...... 824 

Working with Public Folders .................................. 824 
Navigating Public Folders ............. . . ... ..... . . . . . . .. 824 
Posting Information .......... . .... ..... . .. ...... .. ..... 824 
Replying to Posts in a Public Folder ........................ 825 
Using the Favorites Folder ............................... 827 
Sharing Documents and Other Files Through Public Folders ..... 827 
Using Public Folders Offline .. ........... . ............... 828 

xxxi 

Facebook's Exhibit No. 1003 
Page 33



Table of Contents 

Managing Public Folders ............................ . . .. .... 829 
Managing Public Folders in Exchange Server 5.5 ............. 829 
Managing Public Folders in Exchange 2000 Server ........ . ... 834 

Managing a Newsgroup Server .................... . .......... 841 
NNTP +Outlook= Internet Newsgroups ..... ...... .... . ... 842 
Configuring NNTP Server Properties ....................... 843 
Creating Newsgroups .................................. 846 
Setting Up Moderated Newsgroups ....................... 847 

Chapter 35 

Working Offline and Remotely 849 
Offline vs. Remote .................................... . . . .. 850 
Establishing a Remote LAN Connection ...................... .. . 850 

Using Dial-Up and VPN Servers .... . ................. . ... 851 
Connecting Through the Internet ......................... 855 

Working Offline with Outlook and Exchange Server ...... ......... 859 
Conf iguring Startup Options ..... . . . . . ................ . .. 859 
Using Offline Folders ..... ...... ....... . ........... . .... 861 
Using an Offline Address Book ........................... 863 

Using Remote Mail ......................................... 865 
Remote Mail vs. Offline Folders ..... ....... ........ ...... 866 
Configuring Your System for Remote Mail .............. . ... 866 
Downloading Message Headers .......................... 867 
Controlling Remote Mail Through Send/Receive Groups .... .. . 868 

Chapter 36 

Accessing Messages Through a Web Browser 871 
Overview of Outlook Web Access ...... ....................... 872 

OWA Features ....................................... . 872 
Web Browser Options .................................. 874 
OWA Architecture . .... .... . ........................... 875 
Authentication Options .......... . . ... .. . .......... . .... 876 
Topology Considerations for Deploying OWA .......... . .... 876 

Configuring OWA in Exchange Server 5.5 ....................... 878 
Enabling and Disabling OWA Globally in Exchange Server 5.5 ... 879 
Enabling and Disabling OWA for Individual Users in 

Exchange Server 5.5 .......................... . ...... 880 
Controlling Anonymous Access to Public Folders in 

Exchange Server 5.5 ............. . ............. .. . . . . 880 
Publishing Public Folders in Exchange Server 5.5 ............. 881 
Configuring the Global Address List in Exchange Server 5.5 ..... 882 

Configuring OWA in Exchange 2000 Server ..................... 883 
Enabling and Disabling OWA Globally in Exchange 2000 Server . 883 
Enabling and Disabling OWA for Individual Users in 

Exchange 2000 Server ................................ 885 
Controlling Anonymous Access to Public Folders in 

Exchange 2000 Server ............ . ..... ...... ........ 886 

Facebook's Exhibit No. 1003 
Page 34



Table of Contents 

Publishing Public Folders in Exchange 2000 Server ............ 888 
Configuring a Front-End Server in Exchange 2000 Server ....... 889 

Using OWA .... . ......... . ........ ..... . ................. 890 
Connecting to the Server ................................ 890 
Sending and Receiving Messages .................. . ...... 892 
Sorting Messages ... . . . ................................ 894 
Copying and Moving Messages ........... . .............. 894 
Deletin·g Messages .... ............ . ....... ....... ........ 895 
Working with Other Folders ............................. 895 
Working with Calendar, Contacts, and Other Items ........ . .. 897 
Configuring the Out Of Office Assistant in OWA ...... . .. .. .. 899 
Configuring Time and Calendar Options for OWA ............ 900 

Chapter 37 

Network, Platform, 
and Deployment Considerations 901 

Workgroup and Domain Setup . . ..... ... .. ...... .... ....... . . 901 
Using Roaming Profiles ..................................... 902 
Configuring Folders and Permissions ............... . ........... 904 

Setting Up a Home Folder in Windows 2000 Server ....... .... 906 
Setting Up a Home Folder in Windows NT Server . . ........ .. 907 

Providing Network Access .... . .. . .. . . . . . ........... ...... ... 91 0 
Providing Shared Internet Connections ... ... . ...... . ....... 910 
Providing Remote Network Access .... .... .. ...... . . . ..... 911 

When Multiple Users Share One Computer ...................... 912 
Group Policy Considerations for Outlook and Office ..... .......... 913 

Setting Default Programs Through Policy ............ .. .... . 914 
Redirecting Folders Through Policies .......... . . ........ . . . 914 

Chapter 38 

Supporting Outlook Under Exchange Server 917 
Understanding Client Options for Exchange Server ... . .. .. .. ..... . 918 

Outlook ..................... . ................ . ...... 918 
Outlook Web Access .... .............. . ....... . . . . . . . .. 918 
Outlook Express ......... . ... . .. . .... . ................ 919 
Other Mail Clients ........ . ............. . .............. 919 

Managing User Mailboxes ................................... 919 
Managing Mailboxes in Exchange 2000 Server ........... .... 919 
Managing Mailboxes in Exchange Server 5.5 ................ 926 

Configuring Alternate Recipients .............................. 930 
Specifying Recipients in Exchange 2000 Server .. . ............ 930 
Specifying Recipients in Exchange Server 5.5 ................ 931 

Forwarding Messages to Users' Internet Mail Accounts ..... . ...... 932 
Creating Mail-Enabled Contacts in Exchange 2000 Server ...... 932 
Creating Custom Recipients in Exchange Server 5.5 ........... 933 

xxxiii 

Facebook's Exhibit No. 1003 
Page 35



Table of Contents 

Archiving (Journaling) All Messages ......... . .................. 934 
Archiving in Exchange 2000 Server . . ... . ...... . ........... 934 
Journaling in Exchange Server 5.5 ........................ . 936 

Configuring and Enabling Instant Messaging ..................... 937 
Managing Group Scheduling with Exchange Server . . . . ........ . .. 941 

Creating a Group Schedule .............................. 942 
Adding Members to the Group ........................... 943 
Viewing a Group Schedule . ............................. 944 
Setting Up a Meeting or Sending E-Mail ................. . .. 945 
Adding Group Members from Outside the Organization .. . .... 946 

Chapter 39 

Backup Strategies and Virus Protection 949 
Implementing a Backup Strategy ..... . ...................... . . 950 

Developing the Strategy ....... . . . ...................... 951 
Structuring Exchange Server for Recoverability ............... 956 
Backing Up User Data ....... . ... . ...................... 965 

Providing Virus Protection ................................... 966 
Implementing Server-Side Solutions . ................ . ... . . 967 
Implementing Client-Side Solutions .......... . ............. 968 

Configurirlg Blocked Attachments . ............................ 969 
Configuring Attachments in Exchange Server ... . .... . . ...... 972 
Configuring Attachment Blocking Directly in Outlook ......... 982 

Part 8 

Developing Custom 
Forms ancf Applications 983 

Chapter 40 

Designing and Using Forms 985 
Overview of Standard Forms, Item Types, and Message Classes . . .... 986 

ou,tlook Forms ........................................ 986 
Outlook Item Types . ...................... ......... .... 987 
Outlook Message Classes ............................... 988 

Creating Custom Forms from Standard Forms .................... 989 
Compose vs. Read .. . ....... . .......................... 990 
Outlook Fields ............ . . .......................... 992 
Item Types and Fields .................................. 993 

Creating Custom Forms from Scratch ... ............. . .... ... .. 994 
Creating Multipage Forms .................... . .............. 995 
Adding and Arranging Controls .... . .............. . ........... 995 

Properties ................ . .. . . ....... . .......... . .... 997 
Standard Controls ...... . .................. ........... 1000 

Adding Graphics to Forms .................................. 1001 
Using Office Documents to Create Outlook Forms ..... . . ...... . . 1003 

Facebook's Exhibit No. 1003 
Page 36



Table of Contents 

Publishing and Sharing Forms ... ..... .. .. .. . .. . ... . . . . ..... . 1004 
Publishing Forms .. . ........ . ... . .... . ..... . ... . .. . ... 1005 
Sharing Forms in Public Folders . .. . . .... . . . ... . . .. . .. .... 1006 

ft ... 
The Web Storage System . . . . . ...... . ....... . ........... . . . . 1 008 

Creating Custom Databases for Outlook Data . .. . ........ . . 1009 
Connecting Item Types to Forms .......... . ... . .. . ... . ... 1011 
Workflow Solutions for Outlook ...... . ....... . .......... 1012 

Chapter 41 

Programming Forms with VBScript 1 01 3 
Understanding Scripting .. . ..... . ...... . . . ...... . ... . ....... 1014 
A Brief Overview of VBScript . . ...... . .... . ......... . .. . . . . . . 1014 
Understanding Objects and Properties ...... . .... . . .. .. .. . . . ... 1015 

Objects . . .............. .. .. .... . . .......... . ....... 1015 
Properties ........ .. . .. .. .. ... . ............ . . . ....... 1015 

Understanding Events and Methods . ... . .. . . .. ..... . ..... . .. . 1016 
Creating Scripts and Using the Editor . ...... . . . . . .. . ...... .. .. . 1017 
Referencing Controls ...... . . . ........ . . . ...... . . . ......... 1018 
Using Methods ............ . . ... .. .. ... . . . ... . ........ . ... 1020 
Event Handling . ............ . ... . ...... . .... . ............. 1021 
Using Variables ............. . . . ..... .. . . . ................. 1022 

Scope .......... . .. . . .. . . ................... . . . . . ... 1022 
Variables ..... . . .. . .. . ......... . .............. . . . ... 1022 
Declaration ... . .......... . .. .. ... . .. ... ... . . ..... . .. 1022 

Using Constants .......... . ........ . ... . .. . .. . .. . ......... 1023 
Retrieving and Setting Field Values ..... . . .. . ... .. . ........... 1024 
Retrieving User-Defined and Other Properties ............. .. .... 1025 

Custom Formula and Combination Fields . . . . .......... . . . . 1028 
For More Information on VBScript and Outlook ............. . . . . 1029 

Chapter 42 

Using VBA in Outlook 1031 
A Quick Look at Object Models .. . . . . . . . .... .. ............... 1031 

Referencing Objects ...... . ... . . . .. . . . .. .. ........ . ... 1032 
Declaring and Instantiating an Object . . .. . ................ 1033 
Properties, Methods, and Events . . .. ... .................. 1033 

Understanding VBA in Relation to VB$ ............... . ... ... .. 1034 
Overview of the VBA Development Environment ..... . . .. ....... 1034 

The Project Window ...... . ... ... ... . ................. 1035 
The Properties Window ........ .... .................... 1037 
The Debugging W indows .... . .......... . ..... .. ....... 1038 
The Code W indow . ... . .... . ... . ...... . ... ... .... . ... 1039 
The Object Window ...... . ..... .. . .... . .............. 1039 
VBA Tool bars ... . ........... .... .... . ... . ........... . 1039 

Understanding the Outlook Object Model . . .... . . . .. .. ........ 1041 
Application, Namespaces, and Folders . . ..... ..... . . . . .... 1043 
Explorers, Inspectors, and Items ..... . .... . ....... . ...... 1045 

XXXV 

Facebook's Exhibit No. 1003 
Page 37



Table of Contents 

Creating an Outlook Application with VBA ...... .. ........ ..... 1049 
Accessing Outlook Data ............................ . .. 1050 
Adding a Form ....................................... 1051 
Creating Custom Toolbar Buttons .............. .......... 1053 
Printing ........................................ . ... 1055 

Chapter 43 
Integrating Outlook and 
Other Applications with VBA 1 063 

Starting Other Office Applications .................... .... . ... 1064 
Exchanging Data with Excel . ................... ............. 1067 
Exchanging Data with Word . . ..... . ......... ............... 1071 
Exchanging Data with Access ........................ ........ 1077 
Automating Outlook from Other Applications ....... ............ 1081 
Outlook and XML ....................... ..... ............ 1 084 

Part 9 

Appendixes 
Appendix A 

Installing and Updating Outlook 

Appendix B 

OHice XP Resource Kit 

Appendix C 

Update and Troubleshooting Resources 

Appendix D 
Outlook Files and Registry Keys 

Appendix E 

Outlook Add-Ins 

Appendix F 
Outlook Symbols 

Appendix G 

Outlook Shortcuts 

Appendix H 
Outlook Fields and Properties 

1089 

1091 

1099 

1103 

1107 

1113 

1121 

1127 

1141 

Index of Troubleshooting Topics ...... . . ........... . ......... . . . . 1149 
Index .....................................•........... . . . . . . 1153 

Facebook's Exhibit No. 1003 
Page 38



Acknowledgments 
I've authored and coauthored over 45 books, and each project has been much the same 
in terms of compressed schedules and tight deadlines. This book was no different in 
that respect, but what made it one of the most enjoyable writing experiences of my ca­
reer and eased the deadline woes was the phenomenal dedication to the project shown 
by all of the Microsoft Press staff. 

I offer sincerest thanks to Sandra Haynes, who served as project editor and helped mold 
the content and kept the project and people all moving forward as a team, and to Mary 
Renaud, who served as lead copy editor and did an outstanding job guiding the editing 
efforts. Both Sandra and Mary spent countless long hours editing and refining the ma­
terial to give it a quality it would have lacked without their efforts. I also offer thanks to 
Norreen Holmes, Nancy Albright, and Prolmage project manager Jimmie Young, who 
also worked long and hard to polish the book and get it ready for publication. 

My sincere thanks also go to Kong Cheung, acquisitions editor, for the opportunity to do 
the project and for his graciousness. David Fugate, my agent at Waterside Productions, 
gets a well-deserved thanks for not only br inging me this opportunity but also being 
my sounding board and keeping me focused. 

Thanks also go to Michelle Roudebush, Julie Xiao, and Allan Wyatt, who had the diffi­
cult task of not only verifying the accuracy of a wide range of information but also try­
ing to do that with a moving target during the beta process. The technical editors did 
an outstanding job and took on some additional tasks to get the book out on time, aJ1d 
the book is all the better for it. 

I thank Susan Pink and Rebecca McKay, who served as copy editors and along with 
Mary and Sandra did an incredible job tightening up and clarifying the manuscript. 
Many authors don't fully appreciate what editors can do to improve the quality of their 
work, but I am one. My appreciation to desktop publisher Barb Levy, for putting together 
a layout that is as attractive as it is functional. I also thank Bill Tee! for his efforts in 
cleaning up and processing the screen shots and other artwork. Thanks also to Patricia 
Masserman, copy editor, for checking everyone's work and catching those errors that al­
ways seem to sneak by somehow. 

Many thanks go to the other authors who contributed to this book: Blair Rampling, 
Rob Tidrow, Deanna Maio, Tyler and Rima Regas, Dan Newland, John Durant, Matthew 
Nunn, and KC Lemson. All of them poured heart and soul into their contributions. 
I offer an extra bit of thanks to Blair and Rob for making time in their schedules to 
take on some extra material and help us make our deadlines. 

l offer my appreciation and admiration to the Outlook development team for their 
efforts in making a great program even better! 

Last, but not least, my deepest love and appreciation to my wife, Julie, for tolerance of 
my obsessive work habits and understanding of my myriad other annoying character 
traits and bad habits. 

Facebook's Exhibit No. 1003 
Page 39



Facebook's Exhibit No. 1003 
Page 40



We'd Like to Hear from You! 

Our goal at Microsoft Press is to create books that help you find the information you 
need to get the most out of your software. 

The INSIDE OUT series was created with you in mind. As part of an effort to ensure 
that we're creating the best, most useful books we can, we talked to our customers and 
asked them to tell us what they need from a Microsoft Press series. Help us continue to 
help you. Let us know what you like about this book and what we can do to make it 
better. When you write, p lease include the title and author of this book in your e-mail, 
as well as your name and contact information. We look forward to hearing from you. 

How to Reach Us 

E-mail: 
Mail: 

nsideout@m icrosoft.com 
Inside Out Series Editor 
Microsoft Press 
One Microsoft Way 
Redmond, WA 98052 

Note: Unfortunately, we can't provide support for any software problems you might 
experience. Please go to h ttp:/ /support.microsoft.com for help with any software issues. 

xxxix 

Facebook's Exhibit No. 1003 
Page 41



Facebook's Exhibit No. 1003 
Page 42



Introduction 
Ten years ago the average computer user spent most of his or her time using a produc­
tivity application such as Microsoft Word or Microsoft Excel. In the ensuing decade, 
users have become more sophisticated, network implementations have become the rule 
rather than the exception, and collaboration has become a key facet of a successful 
business strategy. Perhaps the most significant change of all has been the explosive 
growth of the Internet. All these factors have led to a subtle but sign ificant shift in the 
way people work. Today most users of Microsoft Office spend a majority of their time 
in Microsoft Outlook. That change alone signifies a shift toward information manage­
ment as an increasingly important everyday task. Getting a handle on daily informa­
tion management can be critical to your productivity, success, and sanity. 

Outlook is an extremely versatile program. Most of the other applications in the Office 
suite have a fairly specific purpose. Outlook, however, serves as personal information 
manager (PIM), e-mail application, fax machine, task manager, and much more. With 
so much power and flexibility at your fingertips, you need to have a good understand­
ing of Outlook's features. Understanding the ins and outs will not only help you get the 
most from this program but will also have a positive impact on your workday. 

Who This Book Is For 
Understanding all of Outlook's features and putting them to work is the focus of 
Microsoft Outlook Version 2002 .Inside Out. Most Outlook books act mainly as bow-to 
guides for users who want to learn about the software. This approach leaves out work­
group managers and administrators when it comes to deployment, collaboration, 
server-side issues, and administration. Microsoft Outlook Version 2002 Inside Out offers 
a comprehensive look at the features most people will use in Outlook and serves as an 
excellent reference for users who need to understand how to accomplish what they 
need to do. In addition, this book goes a step or two further, providing useful informa­
t ion to advanced users and IT professionals who need to understand the bigger picture. 
Whether you want to learn Outlook for your own use, need to support Outlook on 
a peer-to-peer network, or are in charge of supporting Outlook under Microsoft 
Exchange Server, you'll find the information and answers you need between the covers 
of Microsoft Outlook Version 2002 Inside Out. 

This book makes some assumptions about the reader. You should be familiar with your 
client operating system, whether it's Microsoft Windows 9x, Windows Me, Windows 
NT, or Windows 2000. You should be comfortable working with a computer and have a 
good understanding of how to work with menus, dialog boxes, and other aspects of the 
user interface. In short, Microsoft Outlook Version 2002 Inside Out assumes you're an 
experienced computer user who might or might not have an understanding of Outlook 
and what it can do. The purpose of this book is to give you a comprehensive look at 
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what Outlook can do, how to put Outlook to work, and how to manage Outlook at the 
user, workgroup, and server levels. 

How This Book Is Organized 
Microsoft Outlook Version 2002 Inside Out offers a structured, logical approach to all 
aspects of using and managing Outlook. Each of the nine parts of the book focuses on 
a specific aspect of Outlook use or management. 

Part 1-Working with Outlook 
Part I starts with the basics. Chapter 1 takes a look at Outlook's architecture, setup, 
and startup options to help you understand how Outlook stores its data. In Chapter 2 
you'll learn how to perform advanced setup and configuration tasks such as setting up 
e-mail accounts, using profiles, making Outlook work with other e-mail services, con­
figuring receipt and delivery options, and using add-ins that extend Outlook's func­
tionality. Chapter 3 gets you up to speed using Outlook to send and receive messages, 
manage your workday, locate information on the Internet, and perform other common 
ta~ks. Chapter 4 rmmds out Part 1 with a detailed look at bow you can use categories 
and types to organize your data in Outlook. 

Part 2-Messaging 
Part 2 delves deeper into Outlook's e-mail and fax messaging components and features. 
In Chapter 5 you'll learn how to manage address books and distribution lists. Chapter 
6 explains how to send and receive Internet-based messages through Outlook. Chapter 
7 will make you comfortable with the range of features Outlook has for creating mes­
sages both simple and complex. In Chapter 8 you'll learn how to organize your mes­
sages, apply ftlters and rules to process messages automatically, exclude junk and spam 
e-mail senders, and generate automatic responses to incoming messages. Chapter 9 
gives you a detailed look at Outlook's capabilities for sending and receiving faxes. Be­
cause Outlook isn't the only option available for messaging, in Chapter 10 you'll also 
learn how to integrate Outlook with Outlook Express and move messages, accounts, 
and addresses between the two applications. 

Outlook relies on Outlook Express as its default newsgroup reader, so you'll learn in 
Chapter 11 how to send, receive, and manage newsgroup messages with Outlook Ex­
press. Because security is an increasingly important topic, Chapter 12 will help you 
secure your system and your data, send messages securely, and prevent others from 
impersonating you to send messages. Chapter 13 offers a comprehensive look at how 
Outlook's Remote Mail features can be indispensable for managing your mail online 
and offline. 
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Part 3-Contact Management 
Part 3 explores Outlook's features for managing your contacts. Chapter 14 starts with 
a look at how to manage contact information, including addresses, phone numbers, 
e-mail addresses, fax nwnbers, and a wealth of other information. You'll also learn how 
to sort, filter, and categorize your contacts, as well as share contact data with others. 
Chapter 15 provides a look at Lightweight Directory Access Protocol (LDAP) directory 
services. You'll learn how to use Outlook to query an LDAP service to obtain addresses 
and other information about contacts and other objects in the directory. 

Chapter 16 takes a look at Notes, a useful feature in Outlook that will help you get rid 
of those little slips of paper cluttering your desk and the sticky notes taking over your 
monitor. You'll learn how to create notes, assign categories to them, change their color, 
move them to other applications, put them on your desktop, and much more. Chapter 
17 completes Part 3 with a look at journaling, an important feature in Outlook that 
allows you to keep track of time spent on projects and documents and to track contacts 
and other items of interest. 

Part 4-Scheduling 

Part 4 covers scheduling, one of the most widely used features in Outlook. Chapter 18 
provides an in-depth look at Outlook's appointment-scheduling capabilities. You'll 
learn how scheduling works, and how to schedule appointments, create recurring ap­
pointments, use color effectively to manage your schedule, allow others to access your 
schedule, and publish your schedule to the Web. Chapter 19 takes a look at scheduling 
meetings and resources using Outlook and explains the subtle differences between 
scheduling appointments and scheduling meetings. Chapter 20 examines all aspects of 
managing tasks with Outlook. You can use the Outlook Tasks folder to keep track of 
your own tasks as well as assign tasks to others. Integrating your tasks in Outlook can 
help you ensure that your tasks get done on time and are allocated to the appropriate 
person to complete them. Chapter 21 rounds out the coverage of scheduling with a 
look at integrating Outlook with another scheduling and time-management applica­
tion from Microsoft called Microsoft Project. You should turn to Microsoft Project 
when you need advanced project scheduling features. Understanding how to integrate 
Outlook with Project will help you provide a seamless transition between the two. 

Part 5-Customizing Outlook 
Customizing an application or the user interface for your operating system isn't just a 
matter of picking and choosing your personal preferences. Your ability to customize 
the way an application functions or appears can have a profound impact on its useful­
ness to you and to others. In short, the ability to customize an application allows you 
to make that application do what you want it to do in the way that makes the most 
sense to you. Chapter 22 starts the coverage of customization with a look at templates 
and how they can simplify the creation of e-mail messages, appoin tments, events, and 
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other Outlook objects. You'll learn not only how to create and edit templates, but also 
how to share those templates with others. 

Chapter 23 provides the detailed information you need to customize the Outlook Bar, 
the toolbar that appears by default to the left of the Outlook window and gives you 
quick access to Outlook's components. Chapter 24 will help you customize the other 
aspects of the Outlook interface including command bars, the Outlook Today view, 
folders, and print styles for organizing and displaying your Outlook data. Chapter 25 
gives you a look at a host of ways you can automate tasks in Outlook. 

Part 6-Managing Outlook 

Part 6 begins the transition from user-focused topics to more advanced topics of inter­
est to administrators and IT professionals. In Chapter 26 you'll learn how to integrate 
Outlook with other Office applications, such as performing a mail merge in Microsoft 
Word based on contacts stored in Outlook or moving contact data between Outlook 
and Microsoft Access. Chapter 27 will help you simplify your life by teaching you how 
to delegate many of your responsibilities-including managing your schedule-to an 
assistant. In Chapter 28 you'll learn how Outlook uses folders to store your data and 
how to manage those folders. Chapter 28 also offers in-depth coverage of how to orga­
nize and archive your important data. Chapter 29 extends the look at data management 
with an examination of how to find and organize data in Outlook. Chapter 30 concludes 
the discussion of management topics with a look at some important issues: backing up 
your data, expoiting data, and importing data from other sources into Outlook. 

Part 7-Using and Administering Outlook 
with Exchange Server 

Outlook can be an effective information management tool by all by itself, whether you 
use it on a standalone computer or on a network in collaboration with other users. Where 
Outlook really shines, however, is in its integration with and as a client for Microsoft 
Exchange Server. Part 7 steps up to a more advanced level to explain a broad range of 
Outlook/Exchange integration topics. Chapter 31 begins the coverage with an overview 
of Exchange Server and how to set it up. Chapter 32 turns the focus to the client, ex­
plaining how to configure Outlook as an Exchange Server djent. Chapter 33 explores 
the wealth of features in Outlook specifically geared toward messaging with Exchange 
Server, such as the ability to recall sent messages before they are read, prioritize mes­
sages, and much more. This chapter also contains a detaile.cJ look at voting, an interest­
ing feature in Outlook. You can use Outlook as a tool to solicit input from others on 
any issue or topic, receiving and tallying their votes quite easily. Chapter 33 explains 
how voting works and covers all the topics you'll need to implement voting effectively. 

Life isn't just about working in the confines of your office, and Part 7 takes that into 
account. Chapter 34 takes a detailed look at features in Outlook and Exchange Server 
that allow you to share data with others, including how to set up and use public folders, 
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share personal folders, set up a message board, manage public folders, and even use the 
Network News Transfer Protocol (NNTP) service included with Windows 2000 Server 
to set up a newsgroup server for intranet or Internet users. Chapter 35 helps you con­
tinue working when you're away from the office or when your server is offline, covering 
how to use remote features to access and manage your Outlook data. Chapter 36 takes 
remote access one step further, explaini11g how to configure Exchange Server to allow 
users to access their data through a Web browser and offers tips on security, site con­
siderations, and other important issues. Chapter 37 offers information and support for 
network, platform, and deployment considerations. Chapter 38 is targeted to anyone 
who needs to support Outlook clients under Exchange Server, including coverage of 
client options, mailbox management, configuring alternate recipients, message for­
warding, and message journaling (archival). This chapter also includes topics that will 
help you to support collaboration a11d group scheduling. Chapter 39 completes the 
discussion of Exchange Server with an examination of backup strategies and virus pro­
tection. The chapter not only covers the importance of a sound backup and recovery 
strategy but will also help you develop md implement your own strategy that takes 
into account the unique requirements of Outlook and Exchange Server. For example, 
you learn how to structure an Exchange 2000 Server into multiple message stores for 
fault tolerance and quicker backup and restore. Chapter 39 also includes a detailed analy­
sis of the importance of virus protection and how to guard against virus infections and 
outbreaks. You'll read about both client-side and server-side solutions, covering a range 
of platforms in addition to Exchange Server 5.5 and 2000. And since up-to-date virus 
definitions are the key to successful prevention, Chapter 39 also takes a close look at 
developing a virus definition update strategy. You'll also fmd a detailed discussion of 
how to configure attachment blocking at the server as well as in Outlook itself. 

Part 8-Developing Custom Forms and Applications 

The Microsoft Office suite offers a11 impressive ability to customize a11d integrate appli­
cations, and Outlook is no exception. Whetl1er you need to create a few custom forms 
or develop full-blown interactive applications with Outlook and other Office applica­
tions, Part 8 provides the solutions you need. 

Chapter 40 begins the discussion with a look at creating a11d using custom forms for a 
variety of tasks. In Chapter 41 you'll begin to delve into Outlook programming with a 
look at programming forms using Visual Basic Scripting (VBS). Chapter 42 continues 
the coverage of programming and development wiili a look at using Visual Basic for 
Applications (VBA) to develop Outlook applications. Chapter 43 completes the discus­
sion with a detailed look at integrating Outlook and oilier applications through VBA. 

Part 9-Appendixes 

Microsoft Outlook Version 2002 Inside Out includes eight appendixes. The topics cov­
ered range from installing a11d updating Outlook to other sources of information, such 
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as the Office XP Resource Kit and the Outlook Deployment Kit. You'll also find back­
ground data such as registry keys, add-ins, symbols, and shortcuts. 

See the section "Conventions and Features Used in This Book" (page li) for a list of some of 
the features you wi ll find used throughout the book. 

What's New in Outlook 2002 
The first step to getting a handle on Outlook is to understand what it can do. Chances 
are you're familiar with Outlook or with similar programs. Throughout Microsoft Out­
look Version 2002 Inside Out you'll find information on Outlook's features. Whether or 
not you' re experienced with a previous version of Outlook, the following section will 
bring you up to speed on the new features in Outlook 2002. 

Core Product Enhancements 

Outlook 2002 provides several key enhancements to the core Outlook components to 
improve ease-of-use, offline and remote use, synchronization, and more. These core 
enhancements include: 

e E-Mail Accounts Wizard. In previous versions of Outlook, adding e-mail 
accounts wasn't an intuitive process and could be difficult for inexperi­
enced users. Outlook 2002 provides a new E-Mail Accounts Wizard to sim­
plify the process of setting up accounts, adding information stores and 
address books, and configuring account options. The wizard has a feature 
that allows you to test an account as you're creating it to ensure that the 
settings are correct. 

e Unified Reminders Window. In previous versions of Outlook you had to 
process reminders one at a time. If you'd been out of the office for a while, 
you could have dozens of reminders to deal with upon your return. Out­
look 2002 provides a unified reminders window that presents all reminders 
in a single interface, making it much easier to dismiss or snooze groups of 
reminders. 

• Improved! preview pane. The preview pane lets you preview messages and 
appointments without opening them. In Outlook 2002 the preview pane 
adds new functionality. You can double-click addresses in the preview pane 
header to view address properties. The InfoBar is now available in the pre­
view pane, and the pane offers a new area for displaying attachments. You 
can also accept or decline meeting requests through the preview pane with­
out opening them. 

• Smart tags. One of the new features in the Office XP suite is smart tags, 
which offer quick access to item-specific features right where the 
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data appears. Paste some text from the Clipboard, for example, and a 
smart tag appears beside the text. Click the tag and select different paste 
formats and other options that change the pasted content. AutoCorrect 
entries are another example of where smart tags shine. If you type some 
text referenced by an AutoCorrect entry, Office changes the text automati­
cally but adds a smart tag beside the modified text so that you can select 
other changes or undo the correction. 

Messaging 
Messaging is a big part of Outlook's functionality, and Microsoft has improved messag­
ing in several significant ways. These changes and new features include the following: 

e Outlook Unified Mode. Outlook no longer uses Internet Mail Only (IMO) 
and Corporate Workgroup (C/W) modes for e-mail. All modes are merged 
into a single Unified Mode that allows you to access Exchange Server, 
POP3, !MAP, and Hotmail/HTML accounts without switching profiles. 
This is a significant improvement in usability. 

• Word as the default e-mail editor. Word is now the default e-mail c:uitor, 
which allows you to take advantage of the editing and rich text features in 
Word when you create e-mail. As in previous versions, you can make Out­
look the default e-mail editor if you prefer. Outlook also offers improve­
menb for crealing and editing messages and provides a consistent interface 
for message creatjon regardless of which e-mail editor you choose. 

e HTML as the default protocol. Outlook uses HTML as the default proto­
col for message content, extending the capabilities for creating rich content 
in messages. [f you prefer, you can configure Outlook to use text-only as 
the default protocol for compatibility. 

e Hotmail support. Through integrated support for Hotmail, Outlook 2002 
allows you to send and receive e-mail messages through your Hotmail ac­
count and work with them offline. 

e Autocomplete for addresses. With either Outlook or Word as your e-mail 
editor, Outlook 2002 automatically completes addresses as you type them 
in the To, Cc, and Bee fields. 

e Virus detection and prevention. Outlook 2002 includes security features 
that prevent you from opening or sending attachments that contain vi­
ruses. Outlook also prevents external scripts from gathering e-mail ad­
dresses from your system or silently sending e-mail, thereby helping to 
control and prevent viruses and worms from spreading through your 
e-mail system. 
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Calendar 

The Calendar is an important component in Outlook, and Microsoft has implemented 
two main changes to the Calendar to improve usability and functionality: 

• Calendar coloring. You can label individual and recurring appointments 
with one of 10 predefined colors, each of which has a corresponding label 
(Personal, Business, Urgent, and so on). You can modify these labels to suit 
your needs. Each appointment can have only one label, but you can use 
exceptions to apply a color to individual appointments in a series that is 
different from the default color of the series. Outlook also allows you to use 
rules to automatically color appointments that meet the same criteria. For 
example, you might apply a specific color to alJ meeting requests from a 
particular person. 

e Meeting planner enhancements. You can now propose a new time for a 
meeting at the same time that you tentatively accept or decline a meeting 
request. The person who proposes the meeting can view alJ counterpro­
posals in the scheduler and decide which counterproposal to use. Group 
scheduling allows you to view the schedules of multiple people in a single 
calendar that contains a graph of when each user is free or busy. The uni­
fied calendar also displays details about the users' appointments (unless 
they have been marked as private). Another usability improvement is that 
when you hover the pointer over an appointment, a pop-up window dis­
plays the appointment details. If you hover the pointer over a selection of 
time slots, Outlook displays a list of all appointments for the selected group 
member during that time period. 

Contacts 

Microsoft has also improved the Contacts component of Outlook. The Contacts list 
now supports instant messaging addresses. The default Contacts form also includes a 
new Display As address field for each contact item, allowing you to control how the 
contact's name appears in the Contacts list. For example, to differentiate between con­
tacts with the same name but different e-mail addresses, you might use the Display As 
field to display the contact's e-mail address after the name. Or you might change the 
display name for contacts who have the same name to distinguish them from one another. 

Offline/Online Enhancements 

Outlook 2002 offers several improvements in online and offline use, including im­
proved synchronization. One improvement is particularly worth noting: Outlook gives 
you the ability to automatically change send/receive behavior when the offline/online 
state changes, including such options as server polling frequency or whether a particu­
lar send/receive group is included when polling all groups. 
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New Synchronization Architecture 

Outlook 2002 implements a new synchronization architecture to improve folder 
synchronization, improve usability, and enhance performance. This new synchroniza­
tion architecture offers the following advantages: 

e Integrated synchronization. Sending, receiving, and offline synchroniza­
tion have been integrated into the same feature, simplifying message pro­
cessing and synchronization. 

e Flexibility between scheduled and background send/receive. You can con­
figure scheduled and background message send/receive to behave differ­
ently according to the offline/online state. In addition, you can have 
Outlook perform predetermined send/receive tasks independently of other 
background send/receive tasks. 

e Selective send/receive. Outlook makes it easy to perform a send/receive of 
only the selected folder depending on the account type. 

e Control send/receive behavior. You can turn on or off all background 
send/receive tasks without changing Outlook's offline state. 

e Improved remote mail capability. Outlook 2002 allows you to configure 
most account types to download message headers only. 

e Multiple account support. Outlook simplifies managing multiple ac­
counts, making it easy to send and receive through multiple accounts at 
one time. This is a significant usability improvement. In addition, each ac­
count can use different Dial-Up Networking settings, allowing you to easily 
control which dial-up connection a given account uses and ensure that the 
correct one is used when processing messages for that account. 

• Downloaded message behavior. Downloaded messages automatically 
change their offline/online states based on the detected availability of 
the server. 

e Better progress notification. Outlook 2002 now offers more detailed in­
formation regarding in-progress message processing. 

Directory Enhancements 

Outlook 2002 provides several improvements in the way it stores and presents infor­
mation in address books and other directory services. These improvements include 
the following: 

e Better control over address book display. Outlook now provides resizable 
address book columns and gives you more control over the address book 
display to let you view contacts in a way that best suits your needs. 
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• Active Directory recovery. If an Active Directory General Catalog (GC) 
loss occurs, Exchange Server transparently redirects Outlook to a new GC 
in the domain. 

• Better offline address book support. You can download your address 
book, allowing you to easily use addresses from the address book while 
working offline to create messages. meeting requests, appointments, 
and so on. 

Improved International Support 
Outlook offers improvements for users who work in an international environment, 
including the following: 

• Conditional formatting. Outlook provides conditional formatting rules 
lhat work independently of the selected user interface language. 

e Automatic decoding detection. Outlook automatically selects the appro­
priate encoding for Internet mail based on the content of the message. This 
feature relies on Microsoft Internet Explorer 5.5. 

e Improved alternate calendar support. Outlook provides support for 
a lunar calendar, enabling you to create recurring meetings based on 
lunar months. 
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in This Book 

This book uses special text and design conventions to make it easier for you to find the 
information you need. 

Text Conventions 
( Convention 

Abbreviated menu commands 

Boldface type 

Initial Capital Letters 

Italicized type 

Plus sign (+) in text 

Design Conventions 

ne 

Meaning 

For your convenience, this book 
uses abbreviated menu commands. 
For example, "Choose Tools, Track 
Changes. Highlight Changes" 
means that you should click the 
Tools menu, point to Track 
Changes, and select the Highlight 
Changes command. 

Boldface type is used to indicate 
text that you enter or type. 

The first letters of the names of 
menus, dialog boxes, dialog box 
elements. and commands are capi­
talized. Example: the Save As dia­
log box. 

I talicized type is used to indicate 
new terms. 

Keyboard shortcuts are indicated 
by a plus sign (+) separating two 
key names. For example, 
Ctri+Ait+Delete means that you 
press the Ctrl, Alt. and Delete keys 
at the same time. 

This text identifies a new or significantly updated feature in this version of the 
software. 

li 
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Conventions and Features Used in This Book 

~-----------------------------------~ 
lns;de~t 

These are the book's signature tips. In these tips, you'll get the straight scoop on 
what's going on with the software-inside information on why a feature works the 
way it does. You'll also find handy workarounds to different software problems. 

t ip Tips provide helpful hints, timesaving tricks, or alternative procedures related to the 
task being discussed. 

Troubleshooting 
Look for these sidebars to find solutions to common problems you might encounter. 
Troubleshooting sidebars appear next to related information in the chapters. You can 
also use the Troubleshooting Topics index at the back of the book to look up problems 
by topic. 

Cross-references point you to other locations in the book that offer additional information on 
the topic being d iscussed. 

This icon indicates sample files or text found on the companion CD. 

caution Cautions identify potential problems t hat you should look out for when you're 
completing a task or problems that you must address before you can complete a task. 

note Notes offer additional information related to the task being discussed. 

Sidebar 
The sidebars sprinkled throughout these chapters provide ancillary information on the 
topic being discussed. Go to sidebars to learn more about the technology or a feature. 
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Outlook 
Architecture, 
Setup, and Startup 

This chapter provides an overview of Microsoft Outlook's 
architecture to help you learn not only how Outlook works 
but also how it stores data. Having that knowledge, particularly 
if you're charged with administering or supporting Outlook for 
other users, will help you use the application more effectively and 
address issues related to data storage and security, ru:chiv:ing, 
working offline, and moving data between installations. 

This chapter also explains the different options you have for 
connecting to e-mail servers through Outlook and the proto­
cols (POP3 and 1MAP, for example) that support those con­
nections. In addition to learning about client support and the 
various platforms on which you can use Outlook, you'll also 
learn about the options that are available for starting and us­
ing the program. 

If you're anxious to get started using Outlook, you could skip 
this chapter and move straight to Chapter 2, "Advanced Setup 
Tasks," to learn how to configure your e-mail accounts and 
begin working with Outlook. However, this chapter provides the 
foundation on which many subsequent chapters are based, and 
reading it will help you gain a deeper understanding of what 
Outlook can do so that you can use it effectively and efficiently. 

Overview of Outlook 
In many respects, Outlook is a personal information manager 
(PIM). A traditional PIM lets you maintain information about 
your contacts> such as your customers, coworkers, and clients. 
Traditional PIMs also let you keep track of your daily sched­
ule, tasks to complete, and other personal or work-related 
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information. Outlook does aU that, but it goes well beyond the features of most PIMs 
to provide e-mail and fax support, group scheduling capability, and task management. 

Outlook provides a broad range of capabilities to help you manage your entire work 
day. In fact, a growing number of Microsoft Office users work in Outlook more than 
60 percent of the time. An understanding of Outlook's capabilities and features is im­
portant not only to using Office effectively but also to managing your time and projects. 
The following sections will help you learn to use the features in Outlook to simplify 
your work day and enhance your productivity. 

Messaging 

One of the key features Outlook offers is messaging. You can use Outlook as a client to 
send and receive e-mail through a variety of services. Outlook offers integrated support 
for the following e-mail services: 

note A client application is one that uses a service provided by another computer, typically 
a server. 

Exchange Server Outlook provides full support for Microsoft Exchange Ser­
ver, which means you can take advantage of workgroup scheduling, col­
laboration, instant messaging, and other features offered through 
Exchange Server that aren't available with other clients. For example, you 
can use any POP3 e-mail client, such as Outlook Express, to connect to an 
Exchange Server (assuming the Exchange Server is running an Internet Mail 
Connector), but you're limited to e-mail only. Advanced workgroup and 
other special features- being able to recall a message before it is read, use 
public folde~$' and vote, for example-requj1·e Outlook. 

Internet e-mail Outlook provides full support for Internet e-mail servers, 
which means you can use Outlook to send and receive e-mail through mail 
servers that supp011 Internet-based standards, such as POP3 and !MAP. 
What's more, you can integrate Internet mail accounts with other accounts, 
such as an Exchange Server account, to send and receive messages through 
multiple servers. For example, you might maintain an account on your 
Exchange Server for interoffice correspondence and use a local Internet 
service provider (ISP), CompuServe, Bigfoot, or other Tnternet-based e-mail 
service for messages outside your network Or perhaps you want to monitor 
your personal e-mail along with your work-related e-mail. In that situa­
tion, you would simply add yom personal e-mail account to your Outlook 
profile and work with both simultaneously. You can use rules and custom 
folders to help separate y01.rr messages. 

For more information about messaging protocols such as POP3 and IMAP, see "Understanding 
Messaging Protocols," page 18. 
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HTTP-based e -mail Outlook 2002 supports HTTP-based e-mail services, 
such as Microsoft Hotmail . HTTP (Hypertext Transfer Protocol) is the 
protocol used to request and transmit Web pages. This means you can use 
Outlook to send and receive e-mail through Hotmail and other HTTP­
based mail servers lhat would otherwise require you to use a Web browser 
to access your e-mail (see Figure 1-l).ln addition, you can download your 
messages Lo your local inbox and process them offline, rather than re­
maining connected to your ISP while you process messages. Another ad­
vantage is that you can keep your messages as long as you want-most 
HTTP-based messaging services, including Hotmail, purge read messages 
after a given period of time. Plus, HTTP support in Outlook lets you keep 
all your e-mail in a single application. Currently, Outlook 2002 directly 
suppor ts Hotmail. Check with your e-mail service to determine whether 
your mail server is Outlook-compatible. 

(" l;x-l§!tlttj M&n"'t tot .,.,tel ar pUbiC CMIPI.A•'' · 
('_,..,SICI"h-ancll't.....,<rd 
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(.' t ldhol 
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Figure 1-1. HTTP-based mail servers such as Hotmail have traditionally 
required access through a Web browser. 

Fax send and receive Outlook 2002 includes a Fax Mail Transport provider, 
which allows you to send and receive faxes using a fax modem. The Fax 
Mail Transport included with Outlook provides Messaging Application 
Progran1ming Interface (MAPI) support so that incoming fax messages 
can be routed through your Outlook lnbox, with the MAPI-aware fax 
application handling the actual fax processing (send, receive, view, and 
so on). Most Microsoft platforms provide built-in fax capability, but ac­
tual support varies from one platform to another. In addition, third-party 
developers can provide MAP! integration with their fax applications, al­
lowing you to use Outlook as the front end for those applications to send 
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and receive faxes. Symantec's WinFax is a good example of such an applica­
tion. The fax service in Microsoft Windows 2000 also supports MAPI and 
Inbox integration with Outlook and is the only Microsoft-supplied fax ser­
vice supported by Microsoft for Outlook. 

lns!deOut 
_./ 

Windows 2000 fax service is now the only fax support offered for Windows. Windows 
9x users will need to purchase a third-party fax application such as WinFax. 

For a detailed explanation of how to use Outlook to send and receive faxes (complete with 
cover pages and other details), see Chapter 9, "Sending and Receiving Faxes." 

Extensible e-mail support Outlook's design allows developers to support 
third-party e-mail services in Outlook, such as cc:Mail and Lotus Notes. 
This support doesn't guarantee the availability of these third-party tools, 
however. For example, although earlier versions of Outlook included sup­
port for cc:Mail, Microsoft no longer offers its own service provider for 
support of cc:Mail. 

,-------.,:=:~---~~· -----------------------------------------------------~ 
lns~deOJit 

Outlook 2002 does not include the Microsoft Mail service provider. Microsoft no 
longer supports this product and customers who used this service will need to find 
another service provider. 

Whatever your e-mail server type, Outlook provides a comprehensive set of tools for 
composing, receiving, and replying to messages. Outlook provides support for rich-text 
and HTML formatting, which allows you to create and receive messages that contain 
much more than just text (see Figure 1-2). For example, you can send a Web page as a 
mail message or integrate sound, video, and graphics in mail messages. Outlook's sup­
port for multiple address books, multiple e-mail accounts, and even multiple e-mail 
services makes it an excellent messaging client, even if you forgo the application's many 
other features and capabilities. 

Scheduling 
Scheduling is another important feature in Outlook. You can use Outlook to track both 
personal and work-related meetings and appointments (see Figme 1-3), whether at 
home or in the office, a useful feature even on a stand-alone computer. 
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Figure 1-2. Use Outlook to create rich-text and multimedia messages. 
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Figure 1-3. Track your personaJ and work schedules with Outlook. 

Where Outlook's scheduling capabilities reaUy shine, however, is in group scheduling. 
When you use Outlook to set up meetings and appointments with others, you can 
view the schedules of your invitees, which makes it easy to find a time when everyone 
can at lend. Yo u can schedule both one-time and recurring appointments. All appoint­
ments and meetings can include a reminder with a lead time that you specify, and 
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Outlook will notify you of the event at the specified time. A new feature in Outlook 
2002 lets you process multiple reminders at one time, a useful feature if you've been 
out of the office for a while. 

Organizing your schedule is also one of Outlook's strong suits. You can use categories 
and types to categorize appointments, events, and meetings; to control the way they 
appear in Outlook; and to perform automatic processing. Color labels allow you to 
identify quickly and visually different types of events on your calendar. 

In addition to managing your own schedule, you can delegate control of the schedule 
to someone else, such as your assistant. The assistant can modify your schedule, re­
quest meetings, respond to meeting invitations, and otherwise act on your behalf re­
garding your calendar. Not only can others view your schedule to plan meetings and 
appointments (with the exception of items marked personal), but you can also publish 
your schedule to the Web to allow others to view it over an intranet or the Internet (see 
Figure 1-4). 

!!I!II'!JEI -- --

Figure 1-4. You can easily publish your schedule to the Web. 

Contact Management 
Being able to manage contact information-names, addresses, and phone numbers-is 
critical to other aspects of Outlook, such as scheduling and messaging. Outlook makes it 
easy to manage contacts and offers flexibility in the type of information you maintain. In 
addition to basic information, you can also store a contact's fax number, ceU phone 
number, pager number, Web page URL, and more (see Figure 1-5). 
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Figure 1-5. You can manage a wealth of information about each contact. 

Besides using contact information to address e-mail messages, you can initiate phone 
calls using the contacts list, track calls to contacts in the journal, add notes for each 
contact, use the contacts list to create mail merge documents, and perform other tasks. 
The Contacts folder also provides a means for storing a contact's digital certificate, 
which you can use to exchange encrypted messages for security. Adding a contact's 
certificate is easy-just receive a digitally signed message from the contact and Outlook 
will add the certificate to the contact's entry. You can also import a certificate from a 
file provided by the contact. 

For details about digital signatures and encryption, see " Encrypting Messages," page 354. 
For additional Information on the journal, see "Tracking with Outlook's Journal," page 10. 
For complete details on how to use the journal, see Chapter 17, " Keeping a Journal. " 

~--------------~ 

Task Management 

Managing your work day usually includes keeping track of the tasks you need to per­
form and assigning tasks to others. Outlook makes it easy to manage your task list 
You assign a due date, start date, priority, category, and other properties to each task, 
which makes it easier for you to manage those tasks (see Figure 1-6). As with meetings 
and appointments, Outlook keeps you informed and on track by issuing reminders 
for each task. You control whether the reminder is used and the time and date it's gen­
erated, along with an optional, audible notification. You can designate a task as per­
sonal, preventing others from viewing the task in your schedule--just as you can with 
meetings and appointments. Tasks can be one-time or recurring. 
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Figure 1-6. Use Outlook to manage tasks. 

If you manage others, Outlook makes it easy to assign tasks to other Outlook users. 
When you create a task, you simply click Assign Task, and Outlook prompts you for the 
assignee's e-mail address. You can choose to keep a copy of the updated task in your 
own task list and receive a status report when the task is complete. 

Tracking with Outlook's Journal 
Keeping track of events is an important part of managing your work day, and Outlook's 
journal makes it simple. The Journal folder allows you to keep track of the contacts you 
make (phone calls, e-mails, and so on), meeting actions, task requests and responses, 
and other actions for selected contacts (see Figure 1-7). You can also use the journal to 
t rack your work in other Microsoft Office applications, giving you a way to track the 
time you spend on various documents and their associated projects. You can have 
Outlook journal items automatically based on settings that you specify, and you can 
also add items manually to your journal. 
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Figure 1-7. Configure your journal using Outlook's options. 

When you view the journal, you can double-click a journal entry to either open the 
entry or open the items referred to by the entry, depending on how you have config­
ured the journal. You can also configure the journal to automatically archive items to 
the default archive folder or a folder you choose, or you can have Outlook regularly 
delete items from the journal, cleaning out items that are older than a specified length 
of time. Outlook can use group policies to con trol the retention of journal entries, 
aJiowing a system administrator to manage journaling and data retention consistently 
throughout an organization. 

Organizing Your Thoughts with Notes 
With Outlook, you can keep track of your thoughts and tasks by using the Notes folder. 
Each note can function as a stand-alone window, allowing you to view notes on your 
desktop outside Outlook (see Figure 1-8). Notes exist as individual message files, so 
you can copy or move them to other folders, including your desktop, or easily share 
them \-vith others through network sharing or e-mail. You can also incorporate the 
contents of notes into other applications or other Outlook folders by using the clip­
board. For example, you might copy a note regarding a contact to that person's con­
tact entry. As you can with other Outlook items, you can assign categories to notes to 
help you organize and view them. 
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Figure 1-8. Use notes to keep track of miscellaneous information. 

How Outlook Stores Data 
If you work with Outlook primarily as a user, understancling how the program stores 
data will help you use it effectively to orgamze and manage your data on a daily basis, 
including storing and archiving Outlook items as needed. If you're charged with sup­
porting other Outlook users, understanding how Outlook stores data will allow you to 
help others create and manage their folders and ensure the security and integrity of 
their data. And finally, because data storage is the foundation of all Outlook's fea­
tures, understanding where and how the program stores data is critical if you're cre­
ating Outlook-based applications- for example, a data entry form that uses Outlook 
as the mechanism for posting the data to a public folder. 

For information on building Outlook-based applications, see Chapters 40 through 43, which 
cover programming Outlook using Visual Basic and VBScript to create custom forms and 
applications. 

You're probably familiar with folders (directories) in the file system. You use these fold­
ers to organize applications and documents. For example, the Program Files folder in 
tl1e Microsoft Windows operating system is the default location for most applications 
that you install on the system, and the My Documents folder serves as the default loca­
tion for docwnent files. You create these types of folders in Windows Explorer. 
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Outlook also uses folders to organize data, but the::.e folders are different from your 
file system folders. Rather than existing individuaJiy on your system's hard disk, these 
folders exist within Outlook's file structure. You view and manage these folders within 
Outlook's interface, not in Wrndows Explorer. Think of Outlook's folders as windows 
into your Outlook data rather than as individual elements that exist on disk. By de­
fault, Outlook includes several folders , as shown in Figure 1-9. 

frJdDy, Aprll27, 2001 ( IJ:ol l•rt. ,. ,:., .~ 1( .. ,1 JcwJ11 • 

rl>'oio<t .... 
r~""""'"'""""" 
r=.":c 
I :.:;.";; 

h--------....;:;,~;:::,.----_...-De~ault 

folder list 

·= r""'·"'P_.. 
r 'c"'1-

Figure 1-9. Folders organize your data in Outlook. 

Personal Folders-PST Files 
I I" your Outlook fo lders aren't stored as individual fo lders on your system's ha rd disk, 
where are they? The answer to that quest ion depends on how you configure Outlook. 
As in earlier versions of Outlook, you can use a personal folders file to store your 
Outlook data. Outlook uses the PST file extension for a personal folders file, but you 
specify the file's name when you configure Outlook. For example, you might use your 
name as the file name to help you easily identify the file. The default PST file contains 
your Contacts, Calendar, Tasks, and other folders. 

You can usc multiple PST files, adding additional personal folders to your Outlook 
configuration (see Figure 1-10 on the next page). For exampleJ you might want to cre­
ate another set of folders to separate your per onalmformation from work-related 
data. As you'll learn in Chapter 2, you can add personal folders to your Outlook con­
figuration simply by adding another PST file to your proftle. 
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Figure 1-10. You can add multiple sets of folders to your Outlook configuration. 

note If you use Outlook as an Exchange Server client, you probably store your data in the 
Exchange Server mailbox rather than in a local PST file. If that's the case, you need to 
use an offline folder (OST) file in order to work offline. OST files are covered in the 
following section. 

OST Files 

If you use Outlook as an Exchange Server client and do not use PST files to store your 
data (instead storing your data on the Exchange Server), OST flies will allow you to 
work offline. The OST file acts essentially as an offline copy of your data store on the 
Exchange Server. When you're working offline, changes you make to contacts, messages, 
and other Outlook items and folders occur in the offline store. When you go eriline 
again, Outlook synchronizes the changes between the offline store and your Exchange 
Server store. For example, if you've deleted messages from your offline store, Outlook 
deletes those same messages from your onJine store when you synchronize the folders. 
Any new messages in your Inbox on the server are added to yow offline store. Synchro­
nization is a two-way process, providing the most up-to-date copy of your data in both 
locations, ensuring that changes made in each are reflected in the other. 

For detailed information on important offline and remote access topics, see Chapter 35, "Work­
Ing Offl ine and Remotely." For a discussion of the differences between remote mail and offline 
use, see Chapter 13, " Processing M essages Selectively." 
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Where Storage Fi les Are Located 

When you create an Outlook storage file, Outlook defaults to a specific location for 
the file that varies according to your operating system: 

e Windows 9x. The default location is \ Windows\LocaJ Settings 
\Application Data\Microsoft\Outlook. On systems running Wmdows 9x 
that are configured to maintain unique user profiles (useful where multiple 
users share a single Windows 9x computer), the user profiles are stored in the 
\Profiles folder. On these systems, Outlook places the storage files by default in 
\Profiles\<user>\LocaJ Settings\Application Data\ Microsoft\Outlook. 

tip To maintain unique user profiles in Windows 98, configure Windows through the Users 
icon in Control Panel. 

e Windows NT. The default location for syslems running Windows NT is 
\ %systernroot% \Profiles\ <user> \Local Settings\Application Data\ 
Microsoft\ Outlook, where o/osystemroot% by default is \ Winnt. 

e Windows 2000. The default location is \Documents And Settings\<user> 
\Local Settings\Application Data\Microsoft\Outlook. On systems running 
Windows 2000 that were upgraded from Windows NT, the user profiles 
still reside in the \ Winnt\Proflies folder. On these systems, therefore, 
Outlook places the storage files by default in \o/osystemroot%\Profiles\ 
<user>\Local Settings\Applicat ion Data\Microsoft\Outlook. As with 
Wmdows NT, o/osystemroot% defaults to \ Winnt. 

tip Find your data store 

If you're having trouble locating your existing storage files, choose File, Data File 
Management. In the Outlook Data Files dialog box (see Figure 1-11 on the next page), 
select the file you want to locate and then determine the file location from the File­
name column. If you can 't see the entire path , drag the column border to expand 
the column. Alternatively, to go straight to the folder containing the file, select the file 
and click Open Folder. In the folder window, choose Tools, Folder Options. From the 
View tab of the Folder Options dialog box, select Display The Full Path In The Title 
Bar to view the absolute, full path to the file. You can also use your operating system's 
Find/Search command to search for all files with a PST or OST file extension. 
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Figure 1-11. Locate your data files by using the Outlook Data Files dialog box. 

If you use the same computer all the time, it's generally best to store your Outlook files 
on your system's local hard disk. In some situations, however, you will prohably want 
to store them on a network share. For example, you might connect from different com­
puters on the network and use a roaming profile to provide a consistent desktop and 
user interface regardless of your logon location. (A roaming profile allows your desktop 
configuration, documents, and other elements of your desktop environment to be du­
plicated wherever you log on.) In this situation, you (or the network administrator) 
would configure your profile to place your home folder on a network server that is 
available to you from all logon locations. Your Outlook files would then be stored on 
that network share, making them available to you on whichever computer you use to 
log on to the network. Placing your Outlook files on a server gives you the added po­
tential benefit of incorporating your Outlook data files in the server's backup strategy. 

For a detailed discussion of using roaming profiles to provide seamless access to Outlook, see 
Chapter 37, " Network, Platform, and Deployment Considerations." To learn how to move your 
Outlook files from one location to another (such as from a local drive to a network share), see 
" Changing Your Data Storage location, " page 54. 
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Tr"ubleshooting 
You use a roaming profile and logon time is increasing. 

If you use Outlook as a client for Exchange Server, your best option is to use your 

Exchange Server mailbox as the store location for your data rather than using a 

PST file. However, if you use a roaming profile for consistent logon from multiple 

locations on the local area network (LAN), consider including the OST file in the 

roaming profile so that you'll always have access to it. If the Exchange Server is 

unavailable, you'll still be able to work with your Outlook data through the OST 

file; and placing the OST file in your roaming profile allows you to use it regardless 

of your logon location. 

Keep in mind, however, that the OST file can become quite large If you have a lot 

of data in your Exchange Server mailbox. The size of t he profile affects logon time, 

and a large profile can cause an excessive amount of network traffic as the files 
are copied from the server to your workstation. Use aggressive archiving and other 

housecleaning methods to keep your Outlook data to a minimum, and monitor 
your roammg profile size as often as possible. 

Sharing Storage Files 

Outlook provides excellent functionality for sharing information with others. Toward 
that end, you can share your data using a couple of different methods. You can config­
ure permissions for individual folders to allow specific users to connect to those fold­
ers and view the data contained in them. You can also configure delegate access to your 
folders to allow an assistant to manage items for you in the folders. For example, you 
might have your assistant manage your schedule but not your tasks. ln that case, you 
wou ld configure delegate access for the Calendar folder bul no l for the Tasks folder. 

For a detailed discussion of delegat ion, see Chapter 27, " Delegating Responsibilities to an 
Assistant." To learn how to conf igure sharing permissions for individual folders and addi­
tional methods for sharing data. see Chapter 34, "Sharing Information weth Others." '-------
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Understanding Messaging Protocols 
A messaging protocol is a mechanism that messaging servers and applications use to 
transfer messages. Being able to use a specific e-mail service requires that your applica­
tion support the same protocols the server uses. In order to configure Outlook as a 
messaging client, you need to understand the various protocols supported by Outlook 
and the types of servers that employ each type. The following sections provide an over­
view of these protocols. 

SMTP/POP3 
Simple Mail Transport Protocol (SMTP) is a standards-based protocol used for transferring 
messages and is the primary mechanism that Internet-based and intranet-based e-mail 
servers use to transfer messages. Ifs also the mechanism that Outlook uses to connect 
to a mail server to send messages for an Internet account. Therefore, SMTP is the pro­
tocol used by an Internet mail account for outgoing messages. 

SMTP operates by default on TCP port 25. When you configure an Internet-based e-mail 
account, the outgoing mail server setting is determined by tl1e port on which the server 
is listening for SMTP. Unless your e-mail server uses a different port (unlikely), you can 
use the default port value of 25. 

Post Office Protocol 3 (POP3) is a standards-based protocol that clients can use to 
access messages from any mail server that supports POP3. This is the protocol that 
Outlook uses when retrieving messages from an Internet-based or intranet-based 
mail server that supports POP3 mailboxes. ISP-based mail servers invariably use POP3, 
as do other mail servers. For example, CompuServe Classic provides POP3 support, 
allowing you to retrieve your CompuServe mail through Outlook Exchange Server also 
supports the use of POP3 for retrieving mail. 

POP3 operates on TCP port 110 by default. Unless your server uses a nonstandard port 
configuration, you can leave the port setting as is when defming a POP3 mail account. 
Figure 1-12 shows the Internet E-Mail Settings dialog box, which you use to configure 
the incoming and outgoing mail server settings for an Internet mail account. Click the 
More Settings button if you need to change port settings for the account. 

To learn how to set up an Internet e-mail account for an SMTP/POP3 server, see "Using Internet 
POP3 E-Mail Accounts, " page 154. To learn how to add the account and configure advanced 
properties, such as SMTP or POP3 port assignments, see uconfiguring Advanced Settings for 
Internet Accounts," page 159. 
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Figure 1-12. Use the E-Mail Accounts Wizard's Internet E-Mail Settings page to 
configure the incoming and o utgoing mall server settings 

I MAP 

Like POP3, 1 nternet Mail Access Protocol (IMAP) is a standards-based protocol that 
enables message transfer. However, IMAP offers some sign ifican t differences from 
POP3. For example, POP3 is p rimarily designed as an offline protocol, which means 
you retrieve your messages from a server and download them to your local message 
store (such as your local O utlook folders). lMAP is designed primarily as an online 
p rotocol, which allows a remote user to manipu late messages and message folders on 
the server withou t having to download them. This is par ticularly helpful for users who 
need to access the sam e remote m ailbox from multiple locations, such as from home 
and wo rk, using di fferent computers. BecaL1se the messages rem ain on the server, 
IMAP eliminates the need for message synchron ization. 

tip Keep messages on the server 

You can conf1gure a POP3 account in Outlook to leave a copy of messages on the 
server, allowing you to retrieve those messages later from another computer_ To learn 
how to configure a POP3 account. see "Using Internet POP3 E-Mail Accounts," 
page 154. 

IMAP offers other advantages over POP3. For example, with INlA.P, you can search for 
messages on the server using a variety of message attributes, such a sender, message 
size, or message header. IMAP also offers better ~upport for attachments, because it 
can separate attachments from the header and text portion of a message. This is particu­
larly useful with multipart MIME m essages, allowing you to read a message without 
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downloading the attachments so that you can decide which attachments you want to 
retrieve. With POP3, the entire message must be downloaded. 

Security is another advantage of IMAP, because IMAP uses a challenge-response mecha­
nism to authenticate the user for mailbox access. This prevents the user's password from 
being transmitted as clear text across the network, as it is with POP3. 

IMAP support in Outlook allows you to use Outlook as a client to an !MAP-compliant 
e-mail server. Although IMAP provides for server-side storage and the ability to create 
additional mail folders on the server, it does not offer some of the same features as Ex­
change Server or even POP3. For example, you can't store nonmail folders on the ser­
ver. Also, special folders such as Sent Items, Drafts, and Deleted Items can't be stored 
on the IMAP server. Even with these limitations, however, IMAP serves as a flexible 
protocol and surpasses POP3 in capability. Unless a competing standard appears in the 
future, it is likely that IMAP will replace POP3. 

For information about other advantages and disadvantages of IMAP and how they affect 
Outlook, see " Using IMAP Accounts, " page 161. 

note For additional technical information on I MAP, point your browser to http:/ I 
www.ima.com/whitepaper/index.html or http:! / www.cyrusoft.com/imapl 
imaplnfo.html, or refer to RFC 2060, which you can find at http://www.ietf.org/ rfcl 
rfc2060. txt. 

MAP I 
Messaging Application Programming Interface (MAPI) is a Microsoft-developed appli­
cation programming interface (APT) that facilitates communication between mail-en­
abled applications. MAPI support makes it possible for other applications to send and 
receive messages using Outlook. For example, third-party fax applications, such as 
Symantec's WinFax, can place incoming faxes in your Inbox through MAPI. As another 
example, a third-party MAPI-aware application could read and write to your Outlook 
Address Book through MAPI calls. MAPI is not a message protocol, but understanding 
its function in Outlook will help you install, configure, and use MAPI-aware applica­
tions to integrate Outlook. 

LDAP 
Lightweight Directory Access Protocol (WAP) was designed to serve with less over­
head and fewer resource requirements than its precursor, the Directory Access Protocol, 
which was developed for X.SOO. LDAP is a standards-based protocol that allows clients to 
query data in a directory service over a TCP connection. For example, Windows 2000 
uses LDAP as the primary means for querying the Active Directory (AD). Exchange Server 
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supports LDAP queries, allowing clients to look up address information for subscribers on 
the server. Other directory services on the Internet, such as Bigfoot, InfoSpace, Yahoo!, 
and others, employ LDAP to implement seaTches of their databases. 

Like Outlook Express, Outlook2002 allows you to add directory service accounts that 
use LDAP as their protocol to query directory services for e-mail addresses, phone 
numbers, and other information regarding subscribers. 

To learn how to add and configure an LDAP directory service In Outlook, see "'Configuring a 
Directory Service Account in Outlook," page 425. 

note For additional information regarding LDAP, refer to "MS Strategy for Lightweight 
Directory Access Protocol (LDAP)," available in the NT Server Technical Notes section 
of M icrosoft Tech Net or on the Web at http:! /www.microsoft.com/ TechNetlwinntl 
Winntas/ technote! ldapcmr.asp. 

NNTP 

Network News Transport Protocol (NNTP) is the standards-based protocol for server­
to-server and client-to-server transfer of news messages, or the underlying protocol 
that makes possible public and private newsgroups. Outlook does not directly support 
the creation of accounts to access newsgroup servers, but instead relies on Outlook 
Express as its default newsreader (see Figure 1-13 ). 

b look• like Outlook am reads the use(s calender fort he orogmgttn9 
~gr's ft!e./!.'usy lllfo ¥01\ e (JWA readstl\e origjrallng uSf(s 6eelbusy from 
the 6eelbusy pobloc folder. Is this eurroct? 

rm stiR having the pwblem 1hat any meettng schad~ed llwough (JWA don 
..Ce~jtctl.po.CIIC.o.-.gm~ . ..JI not 

gel wmm to lh<.! free/busy folder .. Arg Md odeas? 

Figure 1·13. Outlook relies on Outlook Express for reading and posting to public and 
private newsgroups. 
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note Microsoft Windows 2000 Server includes an NNTP service that lets a network admin­
istrator set up a news server to host newsgroups that can be accessed by local intranet 
or remote Internet users. Exchange Server allows the NNTP service to interface with 
other public or private news servers to pull newsgroups and messages via news feeds. 
Therefore, Windows 2000 Server by itself lets you set up your own newsgroup server 
to host your own newsgroups, and Exchange Server lets you host public Internet 
newsgroups. 

Using Outlook Express, you can download newsgroups, read messages, post mes­
sages, and perform other news-related tasks. Other third-party news applications, 
such as Forte's Agent, offer extended capabilities. Forte's Web site is located at 
http://www.forteinc.com. 

For a detailed explanation of setting up Outlook Express as a news reader, see Chapter 11, 
"Using Outlook Express for Public and Private Newsgroups. " 

HTML 
Hypertext Markup Language (HTML) is the protocol used most commonly to define 
and transmit Web pages. Several e-mail services, including Hotmail and Yahoo!, pro­
vide access to client mailboxes via Web pages and therefore make use of HTML as their 
message transfer protocol. You connect to the Web site and use the features and com­
mands found there to view messages, send messages, and download attachments. 

Outlook provides enhanced HTML support, which means you can configure Outlook as 
a client for HTML-based mail services. As mentioned earlier in the chapter, Outlook in­
cludes built-in support for Hotmail. HTML support is purely a server-side issue, so 
HTML-based mail services other than Hotmail will have to provide Outlook support 
on their own sites. Hotmail accomplishes this support programmatically by means of 
Active Server Pages (ASP). 

tip Find Hotmail 's Outlook-based access 

The URL for Hotmail's Outlook-based access is http:/ /services.msn.comlsvcs/hotmai/1 
httpmail.asp. Outlook configures the URL automatically when you set up a Hotmail 
account in Outlook (see Figure 1-14). You can 't browse to this URL through your 
Web browser to retrieve your e-mail, however. 
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Figure 1-14. Outlook configures the URL automatically for Hotmail, but you must 
enter the URL manually for other HTTP-based e-mail services 

MIME 
Mullipurpo e Internet Mail Extensions (MIME) is a standard :,pecification for defin­
ing file formats used to exchange e-mail, files, and other documents across the Inter­
net or an intra net. Each of the many MIME types defines the content type of the data 
contained in the attachment. MIME maps the content to a specific flle type and exten­
sion, allowing the e-mail client to pass the MIME attachment to an external application 
for processing. For example, if you receive a message containing a WAV file attachment, 
Otttlook passes lhe file to the default WAV Cile player on your syslem. 

S/MIME 
Secure Multipurpose Internet Mail Extensions (S/MIME ) is a standard that allows 
e-mail applications to send digitally signed and encrypted messages. S/MIME is there­
fore a mechanism through which Outlook permits you to include digital signatures 
with messages to ensure their authenticity and to encrypt messages to prevent unau­
thorized access to them. 

For a detaJied discussion of using Outlook to send digi tally signed and encrypted messages, 
as well as other security-related issues such as virus protection and security zones, see Chap­
ter 12, " Securing Your System, Messages, and Identity.,. 
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MHTML 
MIME HTML (MHTML) represents MIME encapsulation of HTML documents. MHTML 
allows you to send and receive Web pages and other HTML-based documents and to 
embed images directly in the body of a message rather than attaching them to the mes­
sage. See the preceding sections for an explanation of M1ME. 

iCalendar, vCalendar, and vCard 
iCalendar, vCalendar, and vCard are Internet-based standards that provide a means for 
people to share calendar free/busy information and contact information across the In­
ternet. The iCalendar standard allows calendar/scheduling applications to share free/ 
busy information with other applications that support iCalendar. The vCalendar stan­
dard provides a mechanism for vCalendar-compliant applications to exchange meeting 
requests across the Internet. The vCard standard allows applications to share contact in­
formation as Internet vCards (electronic business cards). Outlook supports these stan­
dards in order to share information and interact with other messaging and scheduling 
applications across the Internet. 

Security Provisions in Outlook 
Outlook 2002 provides several features for ensuring the security of your data, messages, 
and identity. This section of the chapter presents a brief overview of security features in 
Outlook to give you a basic understanding of the issues involved, with references to other 
1oca6ons in the book that offer more detailed information on these topics. 

Support for Security Zones 
Like Microsoft Internet Explorer, Outlook supports the use of security zones. In Inter­
net Explorer, security zones allow you to specify the types of actions that scripts can 
take on your system, based on the zone from which they were accessed. This prevents a 
malicious script from surreptitiously gathering information from your system and 
sending it to a Web site or doing local damage such as deleting files. ln Internet Ex­
plorer, you can configure four zones, each with different security settings that define 
the tasks scripts can perform. For example, you can disable download of signed and 
unsigned ActiveX controls, specify how cookies are stored on your system, or disable 
scripting of Java applets. 

Because Outlook can receive HTML-based messages, your computer is exposed to the 
same security risks posed by Internet browsing \"Jith Internet Explorer. The risk is actu­
ally worse with e-mail, considering that you generally make a conscious effort to visit a 
Web page-e-mail messages, in contrast, come at you unbidden, therefore making your 
system subject to a more active form of attack. By supporting Internet Explorer's secu­
rity zones, Outlook allows you to specify the zone from which e-mail messages should 
be considered to have originated, letting you guard against HTML-based security risks. 
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To learn how to apply security zones to protect your system, see " Using Security Zones," 
page 330. 

Attachment and Virus Security 
You probably are aware that a virus is an application that infects your system and typi­
cally causes some type of damage. The action caused by a virus can be as innocuous as 
displaying a message or as damaging as deleting data from your hard disk. One espe­
cially insidious form of virus, called a worm, spreads itself automatically, usually by 
mailing itself to every contact in the infected system's address book. Guarding against 
such viruses, then, is a critical issue. 

Outlook offers two levels of attachment security to guard against virus and worm in­
fections, Levell and Level 2. Outlook automatically blocks Level 1 attachments, a 
category that includes almost 40 file types with the potential to allow a virus to cause 
damage to your system-for example, EXE and VBS files. If you receive a Level I at­
tachment, Outlook displays a paper clip icon beside the message but does not allow 
you to open or save the attachment. When you send a Level 1 allachmeut, Outlook 
displays a reminder that other Outlook users might not be able to receive the attach­
ment, giving you the option of converting it to a different file type (such as a ZIP file) 
before sending it. If you receive a Level 2 attachment, Outlook allows you to save the 
attachment to disk but not open it directly. You can then process the file with your 
virus checker before opening it. 

tip Update your virus definitions often 

Your virus scanner is only as good as its definition file. New viruses crop up every 
day, so it's critical that you have an up-to-date virus definition file and put in place a 
strategy to ensure that your virus definitions are always current. 

If you use Exchange Server to host your mailbox, the Exchange Server administrator 
can configure Level I and Level 2 attachments, adding or removing attachment types 
for each level. In addition, Outlook allows all users to control the security-level assign­
ments for attachments. 

For a detailed discussion of OutJook's virus protection, see uProtectlng Against Viruses in 
Attachments," page 360. 

Macro Vi ruses 
Although viruses were once found almost exclusively in executable files, viruses em­
bedded in document macros have become very common, and Office docLUnents are as 
subject to them as any. However, Outlook and other Office applications provide a means 
for you to guard against macro viruses. In Outlook, you can select one of three macro 
security levels, as shown in Pigul'e 1-15 on the next page. These security levels let you 
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configure Outlook to run only signed macros from trusted sources (High), prompt you 
to choose whether to let the macro execute (Medium), or allow all macros to execute 
(Low). You can also specify which sources are trusted. 

Security IDE'! 
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lntnlsvlew. 

Figure 1-15. Use macro security to prevent macro-borne viruses from affecting 
your system. 

To learn how to configure and use macro virus protection, see "Protecting Against Office 
Macro Viruses," page 364. 

Digital Signatures 
Outlook allows you to add a certificate-based digital signature to a message to validate 
yom identity to the message recipient. Because the signature is derived from a certifi­
cate that is issued to you and that you share witl1 the recipient, the recipient can be 
guaranteed that the message originated with you, rather than with someone trying to 
impersonate your identity. 

For Information about how to obtain a certificate and use it to digitally sign your outgoing 
messages, see "Protecting Messages with Digital Signatures, " page 332. 

In addition to signing your outgoing messages, you can also use secure message re­
ceipts that notify you that your message has been verified by the recipient's system. The 
lack of a return receipt indicates that the recipient's system did not validate your iden­
tity. In such a case, you can contact the recipient to make sure that he or she has a copy 
of your digital signature. 
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note Although you can configure Outlook to send a digital signature to a recipient, there 
is no guarantee that the recipient will add the digital signature to his or her contacts 
list. Until the recipient adds the signature, digitally signed messages will not be vali­
dated, nor will the recipient be able to read encrypted messages from you. 

Message Encryption 
Where the possibility of interception exists (whether someone intercepts your mes­
sage before it reaches the intended recipient or someone else at the recipienfs end 
tries to read the message), Outlook message encryption can help you keep prying eyes 
away from sensitive messages. This feature also relies on your digital signature to en­
crypt the message and to allow the recipient to decrypt and read the message. Some­
one who receives the message without first having the public key portion of your 
certificate installed on his or her system will see a garbled message. 

To learn how to obtain a certificate and use it to encrypt your outgoing messages, as well 
as how to read encrypted messages you receive from others, see "Encrypting Messages, n 

page 354. 

Security Labels 
The security labels feature in tins version of Outlook relies on secw·ity policies in 
Wmdows 2000 (and is therefore supported only on clients running Windows 2000). 
Security labels let you add additional security information, such as message sensitiv­
ity, to a message header. You can also use security labels to restrict which recipients 
can open, forward, or send a specific message. Security labels therefore provide a 
quick indicator of a message's sensitivity and control over the actions that others can 
take with a message. 

n UnC:Ierstanding Outlook Service Options 
If you've been using an earlier version of Outlook, you're probably familiar with 
Outlook's service options. Earlier versions of Outlook supported three service op­
tions: No Mail, Internet Mail Only (IMO), and Corporate/Workgroup (C/W). Out­
look 2002 changes that with a new unified mode. Outlook unified mode refers to the 
integration of mail services in Outlook, which allows you to configure and use multiple 
services in a single profile. This means that you can use Exchange Server, POP3, IMAP, 
and Hotmail accounts all in one profile and at the same time. 

To leam how to work with profiles and add multiple accounts to a profi le, see "Understanding 
User Profiles," page 44 . 
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Although Outlook makes a great e-mail client for a wide range of mail services, you 
might prefer to use only its contact management, scheduling, and other nonmessaging 
features and to use a different application (such as Outlook Express) for your messaging 
needs. There is no downside to using Outlook in this configuration, although you should 
keep in mind that certain features, such as integrated scheduling, rely on Outlook's mes­
saging features. If you need to take advantage of these features, you should switch to 
using Outlook as your primary messaging application. 

Options for Starting Outlook 
Office offers several options to control startup, either through command-line switches 
or other methods. You can choose to have Outlook open forms, turn off the preview 
pane, select a profile, and perform other tasks automatically when the program starts. 
The following sections describe some of the options you can specify. 

Normal Startup 

When you install Outlook, Setup places a Microsoft Outlook icon on the desktop. You 
can start Outlook normally by double-clicking the icon. You also can start Outlook by 
using the Start menu (choose Start, Programs, Microsoft Outlook). 

When Outlook starts normally and without command-line switches, it prompts you 
for the profile to use (see Figure 1-16) if more than one exists. The profile contains your 
account settings and configures Outlook for your e-mail servers, directory services, data 
files, and other Outlook settings. 

Figure 1-16. Outlook prompts you to choose a profile at startup. 
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You can use multiple proflles to maintain multiple identit ies in Outlook. For example, 
you might u e one profile for your work-related items and a second one for your per­
sonal items. To use an existing profile, simply choose it from the drop-down list in the 
Choose Profile dialog box and click OK. Click New to create a new profile (covered in 
Chapter 2, "Advanced Setup Tasks"). Click Options to expand the Choose Profile dia­
log box to include the following options (as shown in figure 1-16): 

• Set As Default Profile. Select this option to specify the selected profile as 
the default profile, which will appear in the drop-down list by default in 
subsequen t Outlook sessions. For example, if you main tain separate per­
sonal and work profiles, and your persona] profile always appears in the 
drop-down list, select your work profile and choose this option to make 
the work profile the default. 

e Show All Logon Screens. Select this option to have Outlook prompt you 
for all startup options, including which address book to use; how to dis­
play names in the address book; the display name, tile name, and pass­
word for your local data store; options for individual services such as 
Exchange Server or the Fax Mail Provider; and personal folders options. 

For an In-depth discussion of creating and configunng profiles, see " Understanding User 
Profiles," page 44. The details of configuring service providers (such as for Exchange Server) 
are covered in var1ous chapters where appropriate-for example, Chapter 6, ''Using Internet 
Mail," explains how to configure POP3 and IMAP accounts; and Chapter 32, " Configuring 
the Exchange Server Client," explains how to configure Exchange Server accounts. 

Safe Mode Startup 
Safe mode is a new startup mode ava ilable in Outlook 2002 and the o ther Microsoft 
Orficc XP applications. Safe mode makes it possible for Office applications to auto­
matically recover from specific errors during startup, SLtch as a problem with an add­
in or a corrupt registry. Safe mode allows Outlook to detect the problem and either 
correct it or bypass it by isolating the source. 

When Outlook star ts automatically in safe mode, you see a dialog box that displays 
the source of the problem and asks whether you want to continue to open the pro­
gram, bypassing the problem source, or try to restart the program again. If you direct 
Outlook to continue starting, the problem items arc disabled, and you can view them 
in the Disabled Items dialog box (see Figure 1-17 on the next page). To open this dia­
log box, choose Help, About Microsoft Outlook, and click Disabled Items. To enable a 
disabled item, select the item and click Enable. 
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Figure 1-17. Use the Disabled Items dialog box to review and enable items. 

In certain situations, you might want to force Outlook into safe mode when it would 
otherwise start normally-for example, if you want to prevent add-ins from loading or 
prevent customized tool bars or command bars from loading. To start Outlook (or any 
other Office application) in safe mode, hold down the Ctrl key and start the program. 
Outlook detects the Ctrl key and asks whether you want to start Outlook in safe mode. 
Click Yes to start in safe mode or No to start normally. 

If you start an application in safe mode, you will not be able to perform certain actions 
in the application. The following is a summary (not all of which apply to Outlook): 

e Templates can't be saved. 

• The last used Web page is not loaded (FrontPage). 

e Customized toolba rs and command bars are not opened. Custornizations 
that you make in safe mode can't be changed. 

e The AutoCorrect list isn't loaded, nor can changes you make to 
AutoCorrect in safe mode be saved. 

e Recovered documents are not opened automatically. 

e No smart tags are loaded, and new smart tags can't be saved. 

• Command-line options other than /a and /n are ignored. 

e You can't save files to the Alternate Startup Directory. 
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e You can't save preferences. 

e Additional features and programs (such as add- ins) do not load 
automatically. 

To start Outlook normally, simply shut down the program and start it again without 
pressing the Ctrl key. 

Starting Outlook Automatically 
If you're like most Office users, you work in Outlook a majority of the time. Because 
Out look is such an important aspect of your work day, you probably want it to start 
automatically when you Log on to your computer, saving you the trouble of starting it 
later. Although you have a few options for starting O utlook au to matically, the best 
solut ion is to place a shortcut to Outlook in your Startup folder. 

Follow these steps to start Outlook automatically in Windows 98 and Windows 2000: 

1 Close or minimize all windows on the desktop. 

2 Locate the Microsoft O utlook icon on the desktop, and drag it to the Start 
button. Don't release the mouse button. 

J Hold the pointer over the Start menu until it opens; then, while continuing 
to hold down the mouse button, open the Programs menu and then the 
Startup menu. 

4 Place the cursor on the Startup menu and release the mouse button. Windows 
informs you that you can't move the item and asks whether you want to create 
a shortcut. Click Yes. 

tip Create a new Outlook shortcut 

If you don' t have a Microsoft Outlook icon on the desktop, you can use the Outlook 
executable to create a shortcut Open Windows Explorer and browse to the folder 
\Program Files\Microsoft Office\Office1 0 . Create a shortcut to the executable 
Oullook.exe. Note that the default syntax for the standard Microsoft Outlook short­
cut is "C \Program Files\Microsoft Office\Office10\0utlook.cxe" /recycle For an 
explanatron of the /recycle switch and other Outlook startup options, see "Startup 
Sw1tches, " page 35. 

You can use the following procedure to accomplish the same task in Windows 95 and 
Windows NT: 

1 Right-click an empty area of the taskbar, and choose Properties. 

Z Click the Advanced tab, and then click Advanced. 
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3 In the resulting Windows Explorer window, open the Startup folder. 

4 Using the right mouse button, drag the Microsoft Outlook icon from the 
desktop to the Startup folder, release it, and choose Create Shortcut(s) Here. 

5 Close the Windows Explorer window and the taskbar dialog box. 

Change Outlook's shortcut properties 

If you want to change the way Outlook starts from the shortcut in your Startup folder 
(for example, you might want to add command switches), you need only change the 
shortcut's properties. For details, see "Changing the Outlook Shortcut," below. 

Adding Outlook to the Quick Launch Bar 
The Quick Launch bar appears by default on the taskbar just to the right of the Start 
menu. Quick Launch, as its name implies, gives you a way to easily and quickly start 
applications-just click the application's icon. By default, the Quick Launch bar in­
cludes the Show Desktop icon, as well as the Internet Explorer and Outlook Express 
icons (if Outlook Express is installed). Quick Launch offers easier application Launch­
ing because you don't have to navigate the Start menu to start an application. 

Adding a shortcut to the Quick Launch bar is easy: 

1 Minimize all windows so that you can see the desktop. 

2 Using the right mouse button, drag the Microsoft Outlook icon to the Quick 
Launch area of the taskbar and then release it. 

3 Choose Create Shortcut(s) Here. 

note You can also left-drag the Microsoft Outlook icon to the Quick Launch bar. Windows 
will inform you that you can't copy or move the item to that location and will ask 
whether you want to create a shortcut instead. Click Yes to create the shortcut or No 
to cancel. 

Changing the Outlook Shortcut 
Let's assume that you've created a shortcut to Outlook on your Quick Launch bar or in 
another location so that you can start Outlook quickly. Why change the shortcut? By 
adding switches to the command that starts Outlook, you can customize the way the 
application starts and functions for the current session. You can also control Outlook's 
startup window state (normal, minimized, maximized) through the shortcut's properties. 
For example, you might want Outlook to start automatically when you log on, but you 
want it to start minimized. In this situation, you would create a shortcut to Outlook in 
your Startup folder and then modify tl1e shortcut so that Outlook starts minimized. 
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To change the properties for a shortcut, first locate the shortcut, right-click its icon, and 
choose Properties. You should see a dialog box similar to the one shown in Figure 1-18. 
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Figure 1-18. A typical Properties dialog box for an Outlook shortcut. 

The following list summarizes the options on the Shortcut tab of the Properties dialog 
box (some of which do not appear in Windows 9x): 

• Target Type. This read-only property specifies the type for the shortcut's 
target, which in the example shown in Figure 1-18 is Application. 

• Target Location. This read-only property specifies the directory location 
of the target executable. 

e Target. This property specifies the command to execute when the short­
cut is executed. The default Outlook command is ((C:\Program 
Piles\Microsoft Office\OfficelO\Outlook.exe" /recycle. The path could 
vary if you have installed Office in a different folder. The path to the exe­
cutable must be enclosed in quotes, and any additional switches must be 
added to the right, outside the quotes. See "Startup Switches," page 35, to 
learn about additional switches you can use to start Outlook. 

e Run In Separate Memory Space. This option is selected by default and can't 
be changed for Outlook. All 32-bit app1ications run in a separate memory 
space. This provides crash protection for other applications and for the 
operating system. 

e Run As Different User. Select this option to run Outlook in a different 
user context, which lets you start Outlook with a different user account 
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from the one you used to log on to the computer. Windows will prompt 
you for the user name and password when you execute the shortcut. 

You also can use the RUNAS command from a command console (Windows NT and 
Windows 2000) to start an application in a different user context. For additional infor­
mation, see the following section, "Use RUN AS to Change User Context." 

e Start ln. This property specifies the startup directory for the application. 

e Shortcut Key. Use this property to assign a shortcut key to the shortcut, 
which will allow you to start Outlook by pressing the key combination. 
Simply click in the Shortcut Key box and press the keystroke to assign it to 
the shortcut. 

e Run. Use this property to specify the startup window state fo r Outlook. 
You can choose Normal Window, Minimized, or Maximjzed. 

e Comment. Use this property lo specify an optional comment. The com­
ment appears in the shortcut's ToolTip when you rest the pointer over the 
shortcut's icon . For example, if you use the Run As Different User option, 
you might include mention of that in the Comment box to help you dis­
tinguish this shortcut from another that launches Outlook in the default 
context. 

e Find Target. Click this button to open the folder containing the Outlookexe 
executable file. 

e Change Icon. Click this button to change the icon assigned to the shortcut. 
By default, the icon comes from the Outlook.e..'Ce executable, which contains 
otl1er icons you can assign to the shortcut. You also can use other ICO, EXE, 
and DLL files to assign icons. You'll find several additional icons in 
Moricons.dll and Shell32.dll, both located either in the Wmdows folder or in 
the %systemroot%\System32 folder (Windows NT and Windows 2000). 

When you're satisfied with the shortcut's properties, click OK to close the dialog box. 

Use RUNAS to Change User Context 

As explained in the preced.ing section, you can use the option Run As Different User in 
a shortcut's Properties dialog box to run the target application in a different user con­
text from the one you used to log on to the system. This option is applicable on sys­
tems running Windows NT and Windows 2000 but not on those running Windows 9x 
or Windows Me. 
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You can also use the RUNAS command from a command console in Windows NT and 
Windows 2000 to run a command-including Outlook- in a different user context. 
The syntax for RUNAS is 

RUNAS (/profi l e] [/env] [/netonly] /user :<UserName> program 

The parameters for RUNAS can be summarized as follows: 

e /profile Use this parameter to indicate the profile for the specified user if 
that profile needs to be loaded. 

• /env Use the current user environment instead of the one specified by the 
user's profile. 

e /netonly Usc this parameter if the specified user credentials are for re­
mote access only. 

e /user:<UserName> Use this parameter to specify the user account under 
which you want the application to be run. 

e Program This parameter specifies the application to execute. 

Following is an example of the RUNAS command used to start Outlook in the Ad­
ministrator context of the domain ADMIN. (Note that the command should be on 
one line on your screen.): 

RUNAS /profi l e /user :admin\administrator 
'"' C: \Program Files \Mi eros oft Office 
\Office10\0utlook.exe" /recycle" 

It might seem I ike a lot of trouble to type all that at the command prompt, and that's 
usually the case. Although you can use RUNAS from the command console to run 
Outlook in a specific user context, it's generally more useful to usc RUNAS in a batch 
file to start Outlook in a given, predetermined user context. For example, you might 
create a batch file containing the sample RUNAS syntax just noted and then create a 
shortcut to that batch file so that you can execute it easily without having to type the 
command each time. 

Startup Switches 
Microsoft Outlook supports a number of command-line switches that modify the way 
the program starts and functions. Although you can issue the Outlook.exe command 
with switches from a command prompt, it's generally more useful to specify switches 
through a shortcut, particularly if you want to use the same set of switches more than 
once. Table 1-1 on the next page lists the startup switches you can use to modify the 
way Outlook starts and functions. 

For an explanation of how to modify a shortcut to add command-line switches, see "Chang­
ing the Outlook Shortcut," page 32. 

--~~------------------------------------------_J 
35 Facebook's Exhibit No. 1003 

Page 89



36 

Part 1: Working with Outlook 

Table 1-1. Startup switches and their purposes 
( Switch Purpose 

Ia <filename> 

!c ipm.activity 

!c ipm.appointment 

/c ipm.contact 

/c ipm.note 

lc ipm.post 

/c ipm.stickynote 

/c ipm.task 

/c <class> 

/CheckCiient 

/Clean FreeBusy 

/Clean Reminders 

/CieanSchedPius 

/Clean Views 

/Folder 

/No Preview 

/Profiles 

/Profile <name> 

/Recycle 

/ResetFolders 

I ResetOutlookBar 

/select <folder> 

Open a message form with the attachment specified by 
<filename> 

Open the journal entry form by itself 

Open the appointment form by itself 

Open the contact form by itself 

Open the message form by itself 

Open the discussion form by itself 

Open the note form by itself 

Open the task form by itself 

Create an item using the message class specified by 
<class> 

Perform a check to see whether Outlook is the default 
application for e-mail, news, and contacts 

Regenerate free/busy schedule data 

Regenerate reminders 

Delete Schedule+ data from the server and enable free/ 
busy data from the Outlook calendar to be used by Sched­
ule+ users 

Restore the default Outlook views 

Hide the Outlook Bar and folder list if displayed in the pre­
vious session 

Hide the preview pane and remove Preview Pane from the 
View menu 

Display the Choose Profile dialog box even if Always Use 
This Profile is selected in profile options 

Automatically use the profile specified by <11ame> 

Start Outlook using an existing Outlook window if one 
exists 

Restore missing folders in the default message store 

Rebuild the Outlook Bar 

Display the folder specified by <folder> 

) 
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Choosing a Startup View 

When you start Outlook, it defaults to using Outlook Today view (see Figure 1-19), 
but you might prefer to use a different view or folder as the initial view. For example, 
if you use Outlook primarily as an e-mail client, you'll probably want Outlook to start 
in the Inbox. If you use Outlook mainly to manage contacts, you'll probably want it to 
start in the Contacts folder. 

~1 Outlook Today - lolrcunolt Outlook l!ll!i.llf3 
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Figure 1-19. Outlook Today is the default view. 
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To specify the view that should appear when Outlook first starts, follow these steps: 

1 Open Outlook and choose Tools, Options. 

2 Click the Other tab and then click Advanced Options (see Figure 1·20). 

"-"""'•adlom ~"i'"""~;::=:::;:::.::::.::::,::::::; 
o.te~ FU1t .. , I Jas*. t~ 
1'1 Wbon.'IIOWIM Not.,, "-lh>o ..,.! dot<; 

_ Tali(~bcll6perd4'fl Ia 
~~~ ..... ~ j,.-10-=--, 

~O!JI.IMI. ·I Ad# .. ..._.., .. , 

C.-.nf'11'111' ·" 1~~ 
I ac 

Figure 1-20. Use the Advanced Options dialog box to specify the startup view. 37 
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3 From the Startup In This Folder drop-down list, choose the folder you want 
Outlook to open at startup. 

4 Click OK and then close the dialog box. 

If you switch Outlook to a different default folder and then want to restore Outlook 
Today as your default view, you can follow the previous steps to restore Outlook Today 
as the default. 

Simply select Outlook Today from the drop-down list or follow these steps with the 
Outlook Today window open: 

1 Open Outlook and open Outlook Today view. 

2 Click Customize Outlook Today at the top of the Outlook Today window. 

3 On the resulting page, select When Starting Go Directly To Outlook Today 
and then click Save Changes. 
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Advanced 
Setup Tasks 

Because Microsoft Outlook has so many features, configuring 
the program-particularly for first-time or inexperienced 
users-can be a real challenge. However, after you master the 
basic concepts and experiment with the configuration process, 
it quickly becomes second nature. 

This chapter examines Outlook setup issues, including what 
you see the first time you start Outlook and how to use the 
E-Mail Accounts Wizard to create, modify, and test e-mail 
accounts. You'll also learn about user profiles, including how 
to create and modify them, how to use multiple profiles for 
different identities, how to copy profiles, and how to configure 
profile properties. 

After you have a solid understanding of profiles~ you're ready 
to tackle configuring the many e-mail and data file services 
Outlook offers. This chapter discusses configuring both online 
and offline storage and will help you add, modify, and remove 
personal message stores (personal folders) for a profile. 

In addition, the chapter explains how to configure Outlook to 
maintain an offline copy of your Microsoft Exchange Server 
mailbox and folders so that you can work with your account 
while disconnected from the network. You'll also learn how to 
change the storage location for your data and how to set op­
tions to control mail delivery. 

Starting Outlook for the 
First Time 

The first time you run Outlook after a fresh installation (as 
opposed to an upgrade of an earlier version of Outlook), 
Outlook runs the Outlook 2002 Startup Wizard. The wizard 
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steps you through the process of setting up e-mail accounts and data stores (the files 
used to store your Outlook data). When you've completed all the steps, Outlook opens, 
as shown in Figure 2-l. Note that Outlook 2002 doesn't add a welcome message to 
your In box, as it did in previous versions. Outlook configures tl1e Outlook Bar based 
on the selections you made in the wizard. 

_JJ . I 

Figure 2-1. Here's what you'll see at first startup after a clean installation. 

The Startup WIZard is the same wizard you use to configure e-mail accounts after 
Outlook is installed. For that reason, you'll encounter this wizard again in the follow­
ing section. 

If you upgraded Outlook over a previous version, Outlook automatically migrates your 
accounts, preferences, and data the first time you run it. This means you don't have to 
perform any other tasks before working with Outlook 2002, unless you want to add 
other accounts or take advantage of features not provided by your current profile set­
tings. In the following section, you'll learn how to add other services and accounts to 
your current Outlook profile. 

Outlook 2002 provides a wizard to help simplify setup and configuration of e-mail 
accounts, data stores, and directory services. You use the same Startup Wizard that 
installs Outlook to add new e-mail accounts. When you start Outlook for the first time 
after a clean installation (that is, not an upgrade), Outlook runs the wizard automatically. 

Follow these steps to get started setting up e-mail accounts: 

1 Start Outlook. When the Outlook 2002 Startup Wizard appears, click Next. 
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2 On the E-Mail Accounts page, click Yes, indicating that you want to set up 
an e-mail account, and then dick Next. The wizard displays the Server Type 
page (see Figure 2-2). 

3 Select the type of e-mail service for which you want to add an account and 
click Next. 
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Figure 2-2. Select the type of server for the e-mail account you want to add. 

For a discussion of user profiles and how Outlook uses them to store your account settings, 
see "Understanding User Profiles," page 44. 

'-------

The action the wizard takes at this point depends on the type of account you select 
Rather than cover account configuration here outside the context of using each type of 
account, this book covers the specifics of each account type in lhe associated chapter. 
The following list will help you locate the appropriate chapter and section: 

• Exchange Server. See Chapter 32, ((Configuring the Exchange Server Client." 

• Internet Mail (POP3). See "Using Internet POP3 E-Mail Accounts," 
page 154. 

• IMAP. See "Using lMAP Accounts," page 161. 

e HTTP (including Hotmail and others). See "Using Hotmail and Other 
HTTP-Based Services," page 165. 

e CompuServe. See "Using Outlook with CompuServc," page 163 (includes 
CompuServe Classic and CompuServe 2000). 

e Fax Transport. See «The Native Windows Fax Set viLe:::' page 261. 
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You can easily add an e-mail account to your Outlook profile after Outlook is installed. 

Follow these steps to do so: 

1 Right-click the Outlook icon on the desktop, choose Properties, and then 
click E-Mail Accounts. Or, with Outlook open, choose Tools, E-Mail Accounts 
to display the E-Mail Accounts Wizard, shown in Figure 2-3. 

E-mail Accounts --- 6!3 

E--mail Accounts 
Voucan c:NnQe the IHMi acccu# <~rod dre<tooes thet OUtW uses 

-----,-~···.,.,....,-....,.....---.,,.......,..-

!:-mall 

C 'Add a new Q·!Mli r!ICCOIA 

lo~OI.£.~~~ 

Oirutory 

( 1\dd a new ~y ~ aoci't'Sif book 

(' 'f'lew ~ ~ el<l5boO d;ectones ot odthss books 

Figure 2-3. Outlook provides a wizard for adding and modifying accounts. 

note If your system includes multiple profiles , select the one to which you want to add 
accounts. Right-dick the Outlook icon on the desktop and choose Properties. Click 
Show Profiles, locate and select your profile , and click Properties. Then select E-Mail 
Accounts. 

2 Select Add A New E-Mail Account and click Next if you want to add an 
account. Select View Or Change Existing E-Mail Accounts to modify exist­
ing accounts. 

3 Select the type of e-mail service to add and click Next. (As noted on the pre­
vious page, you can refer to other chapters for information about configuring 
specific account types.) 

Testing Your E-Mail Account 
Outlook offers a new feature to help you set up your e-mail account. You can now test 
the new account while you create it, rather than setting it up first and testing later. 
This helps you quickly identify problems with the account settings, such as an incorrect 
password or the wrong Domain Name System (DNS) name specified for the incoming or 
outgoing server. 
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When you run the E-Mail Accounts Wizard, enter the settings for the account on the 
Settings page (see Figure 2-4). Then click Test Account Settings. Outlook locates the 
incoming and outgoing mail servers, logs on to the incoming mail server, and sends a 
test message (see Figure 2-5). If all steps are completed successfully, your account set­
tings are correct. Difficulty with a particular step will help you identify problems with 
your settings, a connectivity problem, and so on. Although Outlook doesn't start a 
troubleshooter for you or recommend a fiX, specific types of difficulties point to cer­
tain common problems. For example, if Outlook indicates that it can't find your e-mail 
server, the most likely problem is that you have specified the wrong DNS name (assum­
ing that your Internet or intranet connection is working). 
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Figure 2-4. Click Test Account Settings when setting up a new account to test 
the account. 

I est Account Settings ,..~· 

Figure 2-5. Outlook performs several tasks to check your account settings. 
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Troubleshooting 
Outlook can't find your e-mail server. 

If Outlook can't seem to locate your e-mail server, you can check a handful of settings 
to determine the problem. First, make sure your computer is connected to the net­
work or the Internet, depending on where the server is located. If you're specifying a 
server on the Internet, make sure you have specified the correct, fully qualified do­
main name (FQDN) of the server, such as mail.proseware.tld. If you specify the correct 
name but Outlook still can't find the server, try pinging the server by name. Open a 
command console and type the following command where <Server> is the FQDN of 
the server: 

PING <server> 

If this results in an unknown host error, it's likely that DNS is not configured or working 
properly on your computer. Check the DNS settings for your TCP/IP protocol to make 
sure you are specifying the correct DNS server. If you know the IP address of the server, 

ping the address. If you are able to ping, you definitely have a DNS problem or are 
specifying the wrong DNS name. If the ping fails, you have a network connectivity or 
TCP/IP stack problem. At this point, it would be best to consult your network support 
staff. Your configuration will need to be verified (and changed, if an incorrect value 
has been specified). If you have faulty hardware, it will need to be replaced. 

Understanding User Profiles 
In Outlook, user profiles store the configuration of e-mail accounts, data files, and other 
settings you use in a given Outlook session. For example, your profile might include an 
Exchange Server account, an Internet mail accow1t, and a set of personal folders. 
Outlook either prompts you to select a profile at startup or selects one automatically, 
depending on how you've configured it. 

In most cases, you'll probably use only one profile and will configure Outlook to select it 
automatically. In some situations, however, multiple profiles can be useful. For example, 
you might prefer to keep your work and personal data completely separate on your 
notebook computer because of privacy concerns or office policies. In this situation, 
you maintain two profiles: one for your work data and a second for your personal data. 
You tl1en configure Outlook to prompt you to choose a profile at startup. Choosing the 
profile controls which set of data files and configuration settings to use for that specific 
session. For example, when you're working at the office, you use the office profile-and 
when you're using the computer at home, you use the personal profile. 

It's important to understand that Outlook profiles have no relationship to the other 
types of profiles you'll find in a Microsoft Windows operating system, which include 
hardware profiles and user profiles. Hardware profiles store hardware settings and allow 
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you to switch between different hardware configurations without having to reconfigure 
your system. User proflles store the unique working environment (Desktop> My Docu­
ments> and so on) that you see when you log on to your computer. Outlook proflles, in 
contrast, apply only to Outlook. 

note Unless otherwise noted, the term profile in this book refers to an Outlook profile. 

Each profile can contain multiple accounts and services, which means you can work with 
different e-mail servers at one time and use multiple sets of data flies (such as a personal 
folders, or PST, file). The following list describes the items stored in an Outlook profile: 

e Services. These include e-mail accounts and data files, along with their set­
tings. For example, your proflle might include an Exchange Server account, 
two Internet e-mail accounts, a PST file, and a directory service account. 
When these accounts are in a single proflle, you can use all of them in the 
same Outlook session. 

• Delivery settings. The profile specifies the store to which Outlook should 
deliver new mail when it arrives. With the exception of Internet Access 
Message Protocol (IMAP) accounts, which use their own PST files> all ac­
counts use the same store location. You also can specify the order in which 
Outlook processes accounts. 

To Jearn how to configure these delivery properties for a given profile, see " Setting Delivery 
Options," page 55. 

e Address settings. You can specify which address book Outlook displays 
first; specify where Outlook should store personal addresses; and specify 
the order of the address books Outlook uses to check e-mail addresses 
when the profile includes multiple address books. In earlier versions of 
Outlook, you accessed these settings through the profile properties, but in 
Outlook 2002 you configure addressing in the Address Book window. 

For detailed information on configuring and using address books in Outlook, see Chapter 5, 
"Managing Address Books and Distribution Lists." 

The first time you run Outlook, it creates a profile called Outlook if you don't add any 
e-mail accounts to the profile. If you do add an e-mail account, Outlook uses the name 
you specify in the account settings as the name for the profile. 

As explained previously> you can use multiple profiles. The following sections explain 
how to create new profiles, copy existing profiles to new profiles, and perform related 
operations. 
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Creating Profiles 
You don't have to be in Outlook to create a proflle; in fact, you can't create one in 
Outlook. You create profiles from the desktop or via Control Panel. In addition to 
specifying a proflie name, you can also (optionally) add e-mail and other services to 
the profile. You can create a profile from scratch or copy an existing profile to create a 
new one. 

Creating a Profile from Scratch 

When you have no existing Outlook profile or no profile that contains the accounts or 
settings you need, you must create a proftle from scratch. 

Follow these steps to create a new profile: 

1 On the desktop, right-click the Outlook icon and choose Properties. Alterna­
tively, open Control Panel and double-click the Mail icon. 

2 In the Mail Setup dialog box (shown in Figure 2-6), click Show Profiles. 

Mdd Setup · Jim Boyce - ·-=--. 6 Ei 
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~ Setup e-mllil acct>uot~ and directories, 
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$et\4'J ~ profl!ts of e-f)'lail «Clllt1ts 
n&ta flies. Typlo:aly, vou only~ 
one. 

Figure 2-6. You access the current profile's settings as well as other profiles 
through the Mail Setup dialog box. 

J Click Add, specify a name for the profile in the New Profile dialog box, and 
click OK. 

4 The E-Mail Accounts Wizard starts. Add accounts and other services to the 
profile. To create a new profile without adding any services (useful if you 
are not using Outlook for e-mail), click Close. In this situation, Outlook 
automatically creates a set of personal folders (a PST file) to store your 
Outlook data. 
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Copying a Profile 

In addition to creating profiles from scratch, you can also copy an existing profile to 
create a new one. When you copy a profile, Outlook copies all the settings from the 
existing profile to the new one, including accounts and data files. 

Follow these steps to copy an existing profile: 

1 On the desktop, right-dick the Outlook icon and choose Properties. Alterna­
tively, open Control Panel and double-dick the Mail icon. 

2 In the Mail Setup dialog box, click Show Profiles. 

J Select the existing profile that you want to use as the basis for the new profile 
and then click Copy. 

4 In the Copy Profile dialog box, specify a name for the new profile and 
click OK. 

Modifying or Removing a Profile 

You can modify a profile at any time in order to add or remove services. You can also 
remove a profile altogether if you no longer need it. 

Follow these steps to modify or remove an existing profile: 

1 On the desktop, right-dick the Outlook icon and choose Properties. Alterna-
tively, open Control Panel and double-dick the Mail icon. 

2 In the Mail Setup dialog box, click Show Profiles. 

J Select the profile to be modified or removed. 

4 Click Remove if you want to remove the profile, or click Properties to modify 
its settings. 

Switching Profiles 

You can configure Outlook either to use a specific profile automatically or to prompt you 
to select a profile at startup. If you want to change profiles, you need to exit Outlook and 
restart, selecting the appropriate profile. 

Follow these steps to specify the default profile and use jt automatically when 
Outlook starts: 

1 On the desktop, right-dick the Outlook icon and choose Properties. Alterna­
tively, open Control Panel and double-dick the Mail icon. 

2 In the Mail Setup dialog box, click Show Profiles. 
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3 On the General tab (shown in Figure 2-7), select Always Use This Profile. In 
the drop-down list, select the default profile you want Outlook to use. 

4 Click OK. 
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Figure 2-7. You can specify a default profi le on the General tab. 

Specifying the Startup Profile 
Tf you work with multiple profiles and switch relatively often, you'll probably want to 
configure Outlook to prompt you to choose a profile at startup. This saves you the 
trouble of changing the default profile each time you want to switch. For example, 
assume that you use one profile for your personal accounts and another for your work 
accounts. Have Outlook prompt you for the profile when the program starts, rather 
than configuring the settings each time to specify the default profile. 

Follow these steps to configure Outlook to prompt you to choose a profile: 

1 On the desktop, right-click the Outlook icon and choose Properties. Alterna­
tively, open Control Panel and double-click the Mail icon. 

2 In the Mail Setup dialog box, click Show Profiles. 

J Select Always Use This Profile, select the profile you want Outlook to dis­
play as the initial selection in the list, and then select Prompt For A Profile 
To Be Used. 

4 Click OK. 
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tip Set the initial profile 

You probably noticed in step 3 that you enabled an option and then immediately 
disabled it by selecting Prompt For A Profile To Be Used. In effect, you' re accom­
plishing two tasks: setting the default profile and also configuring Outlook to prompt 
you for a profile. In the drop-down list , select the profile you use most often, which 
will save you the effort of selecting it when prompted at startup. 

Configuring Online and 
Offline Data Storage 

The previous section explained how to add e-mail accotult services and discussed data 
stores. This section provides a more detailed look at storage options in Outlook and 
how to configure those options. 

Like earlier versions of Outlook, Outlook 2002 offers lhree options for storing data: 
your Exchange Server mailbox, PST files, and Offline Folder ( OST) files. A store holds 
your Outlook data, including your Contacts, Calendar, and other folders. You can have 
only one default store. This means your e-mail, contacts, schedule, tasks, and other infor­
mation are all stored in the same set of folders. Outlook directs all incoming e-mail to 
your default store. The single exception to this is an !MAP account, which stores its 
e-mail folders and messages separately from your od1er data. 

For detailed information on configuring and using IMAP accounts and how Outlook stores 
I MAP folders and messages. see " Using I MAP Accounts. n page 161 . 

Although you can have only one default store, you can add other store files to a profile. 
You can use the other stores to organize or archive your data. For example, if you have 
a profile with an Exchange Server account and a POP3 account, the profile might be 
configured to deliver all mail to the Exchange Server mailbox. You might want to add 
another set of folders that you can use to separate your Internet mail from your 
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workgroup mail , or perhaps you want to use a different store to separate your personal 
messages from your work-related messages. Another use for a second store file is to 
share data with others without exposing yom default store. Whatever the situation, you 
need to decide which type of store is most appropriate for your default store as well as 
for your additional stores. 

Personal Folders and Offline Folders 

A PST file in Outlook 2002 is the same as the defauJt store type in Outlook 97, 98, and 
2000. You can password-protect PST files for greater security, although utilities avail­
able on the Web can bypass the password security. PST files offer encryption, providing 
an additional level of security. PST files do not have a built-in capability for synchroni­
zation with an Exchange Server mailbox, although you can work offline if the PST 
rather than the Exchange Server mailbox is configured as the default store location. If 
the Exchange Server mailbox is your default store, however (which is recommended), 
you must use an OST fie to work offline. 

tip Make your PST available when you're roaming 

If you use a roaming Windows profile to provide a common desktop configuration 
regardless of the computer from which you log on, consider placing the PST (if you 
use one) on a network share that is available from all your logon locations. This elimi­
nates the need to copy your PST across the network each time you log on, reducing 
network utilization and speeding logon time. 

The format for PST files in this version of Outlook is the same as for Outlook 97, 98, 
and 2000, which means those systems can share a PST file created with Outlook 2002, 
and vice versa. This is a significant consideration if you need to share a local data file 
with other Outlook users who have not yet upgraded to Outlook 2002. 

Adding Other Data Stores 
While Outlook uses a particular store as your default store to contain your Outlook 
data and e-mail, you can add other store files to help you organize, separate, or archive 
your data. 

Adding another store is easy. Just follow these steps: 

1 Right-click the Outlook icon on the desktop, choose Properties, and then 
click Data Files. (Select the profile first, if necessary.) Or, if Outlook is run­
ning, choose Tools, Data File Management. The current storage files are 
listed in the Outlook Data Files dialog box. 

2 Click Add, select Personal Folders file, and then click OK. 
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J Outlook prompts for the name and location of the file. You can specify a 
new file or select an existing file to add it to your current profile. Click OK 
after you specify the file and path. 

4 Outlook next displays the Create Microsoft Personal Folders dialog box, shown 
in Figure 2-8. Configure settings as necessary based on the following list: 

• Name. Specify the name by which you want the folders to be known 
in Outlook. This is not the file name for the store file, but you can use 
the same name for both if you want. 

• Encryption Setting. Specify the encryption level for the folder file . 
Choose No Encryption if you don't want Outlook to encrypt your PST 
file. Choose Compressible Encryption if you want Outlook to encrypt 
the file with a format that allows compression to conserve space. 
Outlook does not compress the file. Instead, you must use the com­
pression capabilities offered by your operating system (such as NTFS 
compression) or by a third-party application. Choose Best Encryption for 
highest security. PST files formatted using Best Encryption can be com­
pressed, but not as efficiently as those that use Compressible Encryption. 

• Password. Specify an optional password to protect your PST file from 
access by others. 

• Save This Password In Your Password List. Select th is option to have 
Outlook save the password for your PST file in your local password 
cache. This eliminates the need for you to enter the password each 
time you open the PST file. Clear this option if you want Outlook to 
prompt you each time (providing greater security). 

5 Click OK to close the Create Microsoft Personal Folders dialog box. 
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Figure 2-8. Use the Create Microsoft Personal Folders dialog box to add a 
PST file. 
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Securing your PST file 

It's possible for others to gain access to your PST file and bypass the password, even if 

you use a compression option . For best security, keep your sensitive data on the Ex­
change Server rather t han in a PST file . You can also employ NTFS permissions to se­

cure the folder where your PST file is located, granting applicable permissions only to 

those users who need access to that folder or your PST f ile. 

Removing Data Stores 
Occasionally, you might want to remove a data store from a profile- perhaps you've 
been using a PST me as your primary store and are now moving to an Exchange Server 
with an OST flle for offline use. 

To remove a data store from a profile, you use steps similar to those you followed to 
add a store: 

1 Right-dick the Outlook icon on the desktop, choose Properties, and then 
click Data Files. (Select the profile first if necessary.) Or, if Outlook is running, 

choose Tools, Data File Management. The current storage files are listed in 

the Outlook Data Files dialog box. 

2 Select the data f ile to remove from the profile and click Remove; then click 

Yes to verify the action. 

J Click Close and then close the remaining dialog boxes. 

When you remove a data file from a profile, Outlook does not delete the file itself. This 
means you can later add the file back to a profile if you need to access its contents. If 
you don't need the data stored in the file or if you've already copied the data to a differ­
ent store, you can delete the me. Open the folder where the file is located and delete it 
as you would any other file. 

Configuring Offline Storage 
Configuring an offline store allows you to continue working with data stored in your 
Exchange Server mailbox when the server is not available (if your computer is discon­
nected from the network, for example). As soon as the server becomes available again, 
Outlook synchronizes the data either automatically or manually-according to the way 
you have configured Outlook. 

For a detailed explanation of folder synchronization, see " Controlling Synchronization and 
Send/Receive Times," page 190. 

As in earlier versions of Outlook, Outlook 2002 supports the use of an OST file to 
serve as an offline cache for Exchange Server. This method is compatible with all ver­
sions of Exchange Server, including Exchange Server 2000. 
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Using an OST File 

You can use an OST file to provide offline capability for your Exchange Server mailbox. 
You do not need to use a PST file in conjunction with the OST file-the OST file can 
be your only local slore file, if you want. However, you can use other PST store files in 
addition to your OST file. 

note The OST file does not appear as a separate set of folders in Outlook. In effect, the 
OST file 1s h1dden and Outlook uses 1t transparently when your computer 1s offline. 
For more information, see "Working Offhne w1th Exchange Server," page 859. 

Follow these steps to configure offline storage with an OST file: 

1 Right-click the Outlook icon on the desktop, choose Properties, and then 
click E-Mail Accounts. If Outlook is running, choose Tools, E-Mail Accounts. 

2 Select View Or Change Existing E-Mail Accounts and click Next, and then 
select the Exchange Server account and chck Change. 

3 Click More Settings to display the Microsoft Exchange Server dialog box. 
Click the Advanced tab, and then click Offline Folder File Settings to open 
the dialog box shown in Figure 2-9. 

Oll~ne foldcn f•le Scltangs _ . ~ Ei 

n 
£n ., tY 'cltil? 

r ~" Enc:ryptiafl 

r.' Corr.x ~ lnc:J'YWOr'l 
r ~ .. .t Entryptloo 

I Roduces H'es!redyllUrofflhe 
•;:._....:.;:::=;;;:::.;;.--J. foidef file 

J The afFine folder fk Will not be 
·.:...;,.;.~:........::.;..;__---t. opened on startup 

Figure 2-9. Specify the file name and other settings for the OST file. 

4 Specify a path and name for the OST file in the File box, select the encryp­
tion setting, and click OK. 

5 Click OK to close the Offline Folder File Settings dialog box. 

6 Click Next and then click Finish. 
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Changing Your Data Storage Location 

On occasion, you might need to move a data file from one location to another. For 
example, perhaps you've been using a local PST file and now want to place that file on 
a network share for use with a roaming profile, so that you can access the file from any 
computer on the network. 

Moving a PST file is a manual process. You must shut down Outlook, move the file, 
and then reconfigure the profile accordingly. 

Follow these steps to move a PST file: 

1 Shut down Outlook, right-click the Outlook icon on the desktop, and choose 
Properties. 

2 Select a prof ile if necessary, and then click Data Files to display the Out look 
Data Files dialog box (see Figure 2-1 0). 

Outtoo!< Data Files - Admomsttatoo· 

Data Ales - - ------------ -----
Outlooi'. stores you Wormatioo on servas and rn flies on you computer. Tel I 
The~below sbcws the locations oi you Outlool-: d«a. Clc~ mtiogsto me more ..• 
see morei1h:rmationaboutattata stote. Cki. Open Folder to dis~ till! 
ft~ folder for you- Outlook~. You !TMt sbtdoWo Outtool- to mo\le 01 
copy tfoese files. 

CornpuSerte 2000 C:\C•orun;;r.ts and Settoos\Admlfllstntor\ •.• 
Hotmaij C:\Oocuments and SettingS\Admll1istrator\ ... 
PetSonal Fclders C:\Documents and Settings\AdrTinlstrator\ ... 

Open Nllder. .. I 
Add ... 

----·- --

Figure 2-10. Use the Outlook Data Fi les dialog box to locate the existing PST. 

J Select the PST you want to move and click Open Folder. Outlook opens the 
folder where the PST is located and highlights the file's icon. 

4 Drag the file or use the clipboard to move the f ile to the desired location; 
then close the folder. 

5 Back in the Outlook Data Files dialog box, click Settings. Click OK at the 
error message. 
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6 Browse to the new location of the PST, select it, and click Open; then click OK 

7 Click Close to close the Outlook Data Files dialog box; then click Close again 
to close the Mail Setup diaJog box. 

Setting Delivery Options 
Outlook uses one data store location as the default location for delivering messages 
and storing your other Outlook items. You can change the store location if needed. You 
also can specify the order in which Outlook processes e-mail accounts, which deter­
mines the server Outlook uses (where multiple servers arc ava ilable) to process outgo­
ing messages. The order also determines the order in which Outlook checks the servers 
for new messages. 

For example, assume that you have an Exchange Server account and a POP3 account 
for your personal Internet mail. If the Exchange Server account is listed first, Outlook 
will send messages destined for Internet addresses through the Exchange Server. In 
many c....t~c:~ , huwc::ver, Lh.is might not be what you want. For example, you might want 
all personal mail to go through your POP3 account and work-related mail to go 
through your Exchange Server account. 

You have two ways to change the e-mail service that Outlook uses to send a message: 
you can configure the service order, or you can specify the account to use when you 
create the message. 

Follow these steps to configure the service order for your e-mail: 

1 Right-click the Outlook icon on the desktop and choose Properties. Alterna­
tively, with Outlook open, choose Tools, E-Mail Accounts to display the E-Mail 
Accounts Wizard. 

2 If your system includes multiple profiles, select the one to which you want to 
add accounts. Click Show Profiles, locate and select your profile, and click 
Properties. Then select E-Mail Accounts. 

3 Click View Or Change Existing E-Mail Accounts and click Next. 

4 Select accounts and use the Move Up and Move Down buttons to change 
the order of the accounts in the list (see Figure 2-11 on the next page). 

5 Chck Finish. 
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Figure 2-11. Use Move Up and Move Down to configure account order. 

When you compose a message, you can override the default e-mail service that Outlook 
uses to send messages simply by selecting the account before sending the message. 

To select the account, follow these steps: 

1 Compose the message. Before sending it, click the Accounts button on the 
tool bar. 

2 Select the account you want to use to send the message, make any other 
changes to options as needed, and click Send. 

Facebook's Exhibit No. 1003 
Page 110



Understanding the 
Outlook Folders 

Working with the 
Standard Outlook 
Views 

Using Other 
Outlook Features 

Configuring 
Outlook Options 

Using Outlook 
on the Web 

Accessing Your Mail 
Through a Browser 

Configuring 
Windows Settings 
for Outlook 

Using Add-Ins 

58 

59 

80 

88 

99 

101 

101 

102 

Working in and 
Configuring Outlook 

If you've used earlier versions of Microsoft Outlook, you'll find 
that the interface in Outlook 2002 hasn't changed that much, 
and you should have no problem getting started. If you're 
new to Outlook entirely, however, you need to become familiar 
with its interface, which is the main focus of this chapter. 

Outlook presents your data using different views, and this 
chapter shows you how to customize the way those views look. 
The chapter also examines other standard elements of the in­
terface, including toolbars, the Outlook Bar, the folder list, 
and the preview pane. You'll also learn how to use multiple 
Outlook windows and views and navigate your way through 
the Outlook interface. 

This chapter looks at the various ways you can configure 
Outlook, explaining settings that control a broad range of op­
tions, from e-mail and spelling to security. In addition, you'll 
learn about settings in your operating system that affect how 
Outlook functions. Where appropriate, the text refers you to 
other chapters where configuration information is discussed 
in detail in the context of a particular feature or function. 

Web access has been expanded and improved in Outlook, and 
this chapter examines that Web integration. You'll learn 
about browsing the Web with Outlook, using the desktop 
conferencing options available in Outlook, and accessing your 
Microsoft Exchange Server e-mail through a Web browser. 
The chapter fmishes with a discussion of add-ins, which can 
enhance Outlook's functionality. 
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Understanding the Outlook Folders 
Outlook uses a standard set of folders to organize your data. Once youre comfortable 
working with these standard folders, you'll be able to change their location, customize 
their appearance, or even create additional folders, as you'll learn throughout this book. 

The following list describes the default Outlook folders: 

Calendar This folder contains your schedule, including appointments, meetings, 
and events. 

Contacts This folder stores information about people, such as name, address, 
phone number, and a wealth of other data. 

Deleted Items This folder stores deleted Outlook items and can contain items 
of various types (contacts, messages, and tasks, for example). You can recover 
items from the Deleted Items folder, giving you a way to "undelete, an item 
if you've made a mistake or changed your mind. If you delete an item from 
this folder, however, the item is deletc::d permanently. 

Drafts Use this folder to store unfinished drafts of messages and other items. 
For example, you can use the Drafts folder to store a lengthy e-mail message 
you haven't had a chance to finish yet. Or you might start a message, have 
second thoughts about sending it, and place it in the Drafts folder until you 
decide whetl1er to send it. 

lnbox Outlook delivers your e-mail to this folder. Keep in mind that, depending 
on the types of e-mail accounts in your proflle, you might have more than 
one Inbox in locations other than your default information store. For 
example, if you have an IMAP account and an Exchange Server account, 
you'll have an Inbox folder for each. 

Journal The Journal folder stores your journal items, allowing you to keep track 
of phone calls, time spent on a project, important e-mail messages, and 
other events and tasks. 

Notes The Notes folder stores and organizes notes. You can move or copy notes 
to other folders in Outlook as well as to folders on disk (such as your 
desktop). You can also create shortcuts to notes. 

Outbox The Outbox stores outgoing messages until those messages are deliv­
ered to their destination servers. You can configure Outlook to deliver 
messages immediately after you send them or have the messages wait in 
your Outbox until you process them (by synchronizing with the Exchange 
Server or performing a send/receive operation through your POP3 account, 
for example). 
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Sent Items The Sent Items folder stores a copy of messages you have sent. You 
can configure Outlook to automatically store a copy of each sent item in 
this folder. 

Tasks The Tasks folder lists tasks that have been assigned to you or that you 
have as igned either to yourself or to others. 

Working with the Standard Outlook Views 
Before you can become proficient at using Outlook, you need to be familiar with its stan­
dard views and other elements of its interface. This section introduces you to Outlook's 
standard views, including information on how to work with them and customize them 
to meet your needs. 

Outlook Today 

Outlook p rovides default views of its standard folders as well as one ad<litional view 
that is a summary of your schedule, tasks, and e-mail for the current day. This view, 
called Outlook Today, is the default view when you perform a clean installation of 
Outlook. To switch to this view if you have selected a different default view or if you 
are in another folder, click Outlook Today on the Outlook Bar (under Outlook Short­
cuts). figure 3-1 shows a typical Outlook Today view. In the calendar section on the 
left, Outlook summarizes your schedule for the current day, showing each appoint­
ment with time and title. You can easily view the details of a particular appointment by 
clicking the appointment time or title to open it. 

Outlook shortcuts 

l••lf~•Y Mttttt\ uft llutlon1< .. li!l r..f 

. . 
Tutsd3y. November 21. 2000 (<,ol..-o.?(oloo<l "od•r 1:1 
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Figure 3-1. Outlook Today, the default Outlook view, lets you see your day at a glance. 
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In the middle column, Outlook Today lists your tasks for the current day, including 
overlapping tasks whose duration is longer than one day. The list includes a title and 
completion date for each task, along with a check box. You can mark the task as com­
pleted by selecting the check box; doing so crosses out the task in the list. If the check 
box is cleared, the task is incomplete. 

The third column in Outlook Today lists the number of messages in your Inbox, Drafts, 
and Outbox folders. If the number appears in bold, the associated folder contains 
unread messages. 

For details on customizing the Outlook Today view to display additional Information (including 
the use of HTML code in such customization), see "Customizing Outlook Today View," page 623. 

In box 
The Inbox displays your default message store (see Figure 3-2). For example, if you use 
an Exchange Server accOtUlt and store your data on the Exchange Server, the Inbox view 
shows the Inbox folder on the Exchange Server. If you've configured Outlook to deliver 
messages to a local store (such as a PST file), the lnbox view shows the contents of the 
Inbox folder in that store. 

The <~ppreciation dlnnet will b!< held on Frtd~y at 7PM in the eompeny 
meeting haB Pla~e choose an entree 

Hope to ne rou thtrel 

Figure 3-2. The lnbox view shows the contents of the lnbox folder of your default store. 

As you can see in Figure 3-2, the Inbox view shows the message header for each mes­
sage, including such information as sender, subject, and date and time received in vari­
ous columns. You can easily sort messages by clicking on the column header for the 
column you want to use as the sort criterion. For example, to quickly locate messages 
from a specific sender, you can click the From column header to sort the list alphabeti­
cally by sender. To switch between ascending and descending sort, simply click the col-
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umn header again. An up arrow beside the column name indicates an ascending sort 
(such as A to Z), and a down arrow indicates a descending sort (such as Z to A). 

To learn how to add and remove columns and change their appearance and order, see "Cus­
tomizing the lnbox View," page 63 . 

By default, Outlook shows the following columns in the Inbox view: 

e Importance. This column indicates the level of importance, or priority, 
the sender has assigned to a message-Low, Normal, or High. A High pri­
ority message is accompanied by an exclamation mark, while a down ar­
row marks a Low priority message. No icon is displayed for a message of 
Normal importance. 

tip After you've received a message, you can change its priority status by right-cl icking 
the message, choosing Options, and specifying a new importance level. 

e Icon. The icon column indicates the type of message and its status. For 
example, unopened messages are accompanied by a dosed envelope icon, 
and read messages are accompanied by an open envelope icon. 

e Flag Status. In this column, you can flag messages for follow-up action. 
For example, you can flag a message tl1at requires you to place a call, to for­
ward the message, or to respond at a particular time. You specify the action, 
date, and time for follow-up. Outlook displays a reminder for flagged items 
based on the flag settings you specify. To flag a message, right-click the 
message header and choose Follow Up. To mark the follow-up task as com­
pleted and change the flag icon, right-click the flagged message and choose 
Flag Complete. Choose Clear Flag to remove the follow-up. 

For detailed information on flagging messages for follow-up and other ways to manage and 
process messages, see "Flagging and Monitoring Messages and Contacts," page 226. 

e Attachment. The Attachment column displays a paper clip icon if the mes­
sage includes one or more attachments. Right-click a message and choose 
View Attachments to view the attachments, or simply double-click an at­
tachment in the preview pane. 

caution Although Outlook provides protection against viruses and worms by preventing 
you from opening certain types of attachments, this is no guarantee against infection. 
Your network administrator might have modified the blocked attachments lists, or you 
might have modified your blocked attachments list locally, to allow a specific attach­
ment type susceptible to infection to come through. So you should still exercise caution 
when viewing attachments, particularly from unknown sources. It's a good practice to 
save attachments to disk and run a virus scan on them before opening them. 
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e From. This column shows the name or address of the sender. 

• Subject. This column shows the subject, if any, assigned by the sender to 
the message. 

e Received. This column indicates the date and time the message was re­
ceived 

e Size. This column indicates the overall size of the message, including at­
tachments. 

Time Is Relative 
The date and time displayed in the lnbox 's Received column can be a little deceiving. 
This data reflects the time the message was placed in your message store. If you're 
working online with an Exchange Server account, for example, Outlook shows the time 
the message was placed in the lnbox folder for your mailbox on the Exchange Server. If 
the time on your computer isn't coordinated with the time on the server, the time you 
actually receive the message could be different from the time reflected in the message 
header. For sent messages (in the Sent Items folder), the time indicated is the time the 
message was placed in your Outbox. If you're working offline, that time could differ 
from the time the message is actually sent. 

Previewing Messages 

Another part of the In box view is the preview pane, which appears at the bottom of the 
view. You can use the preview pane to preview messages without opening them in a sepa­
rate window. The scroll bar on the right of the preview pane lets you scroll through the 
message. The top of the preview pane presents information about the message, such as 
sender, recipient, subject, and attachments. You can double-dick most of the items in 
the preview pane header to see detailed information about the item. For example, you 
can double-dick the name in the From field to display information about the sender 
(see Figure 3-3). Use this method to quicldy copy contact information about the sender 
from the message to your Personal Address Book. You can also double-click attachments 
to open them. Right-clicking an item opens its shortcut menu, from which you can 
choose a variety of actions to perform on the item-for instance, you can right-click 
an attachment and choose Save As to save the attachment to disk. Experiment by right­
clicking items in the preview pane to see which actions you can take for specific items. 

tip If a message has been flagged for follow-up, information about the follow-up (the 
specific action, the date due, and so on) also appears in the preview pane header. 

Facebook's Exhibit No. 1003 
Page 116



tip 

Chapter 3: Working in and Configuring Outlook 

k ;;-
11..,.."' la-.-l~.J ~o~...c.. orl E_,_wl 

f~ LDI.,..·· ,Amo.._ &liM• 
--;::=:::::::::::.....:...=:::;;d"i'""T'I:I!t, 

rll><t, 

_:J c_, 
,-------~-

Qffo. ,----_:_ ___ ~ 
~ 

or 

= : " 

'""""' 
t'.' ·. J,;.pf'.),. 

. 1'3 

ju>tame•oooe 72'18 

Sioned <lCD 
a-,...,al't>.. u s 
Roast~ Citi<n: ... 173 8 
Choo<e •• ,..,1.... s 1:8 
Reject Aooth..- - 460 o 

!!.elect Anothe - 460 8 

Re""l! Anolh"' - • 60 8 
ot .... <-"~r~vrzr• ~~ 

Figure 3-3. Double-click an item in the preview pane header to view detailed informa­
tion about the item. 

To turn the preview pane on or off, choose View, Preview Pane. 

For detailed information on using and customizing the preview pane in various folders, see 
" Using the Preview Pane," page 86. 

) 

The AutoPreview feature also allows you to preview your messages. With message fold­
ers such as the Inbox, AutoPreview displays the first three lines of a message below its 
message header in the main folder window. This leaves you free to preview the first few 
lines of a message without opening the message or even selecting it. You can use 
AutoPreview in conjunction with or instead of the preview pane. 

For additional information on configuring and using Auto Preview, see u Using AutoPreview," 
page 87. 

Customizing the lnbox View 

Outlook offers a wealth of settings that you can use to control messaging. In addition, 
you also have quite a bit of control over the appearance of the Inbox and other message 
folders. For example, you can change the column headings included in the Inbox or 
add and remove columns. The following sections explore specific ways to customize 
the In box (which apply to other message folders as well). 

For detailed information on configuring messaging and other options, see " Configuring Out­
look Options," page 88. 
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Adding and removing columns By default, Outlook displays only a small subset 
of the available fields for messages. You can add columns for other fields, such as CC or 
Sensitivity, to show additional information. 

To add and remove columns, follow these steps: 

1 Open the folder you want to modify, right~click the column header bar, and 
choose Field Chooser to display the Field Chooser dialog box, shown in Fig­
ure 3-4. 

field Chooser f:!; 

!Frequently-used fields .:1 
~oFOi''!l'arded ... 
CategorieS 
Cc 

Cootl!cts 

CO[l~r-setlon 

Creat;e(j 

II Oe!ete Aftet' Sobn-ot 
Do Net AutoA.rchve 

I Duet})' 

I follow Ujl .~ 
Jooi<E.--I'!Ial Type 

Message ,., 
,, ~=- ·-
I NeW ... J D~:Jet& J 
Figure 3-4. Add or remove columns by using the Field Chooser dialog box. 

2 Locate the name of the field you want to add, and then drag the field to the 
desired location on the column header bar. Outlook displays arrows on the 
top and bottom of the column header bar to indicate where the column will 
be inserted. 

3 Add other fields if necessary. 

4 To remove a field, drag the field from the column header bar to the Field 
Chooser dialog box. 

5 Close the Field Chooser dialog box. 

You can choose other types of fields by selecting a type from the drop-down list at 
the top of the Field Chooser dialog box. You can also use this dialog box to create 
custom fields. 

Outlook also provides another method for adding and removing columns in mes­
sage folders: 

1 Right-dick the column header bar, choose Customize Current View, and then 
click Fields to display the Show Fields dialog box (see Figure 3-5). 
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Figure 3-5. You can also use the Show Fields dialog box to add or remove 
columns. 

2 To add a column, select the fie ld from the Available Fields list and click Add. 

3 To remove a column from the folder view, select the field from the Show These 
Fields In This Order list and click Remove. 

4 Click OK to have your changes take effect. 

Changing column order In a message folder, Outlook defaults to displaying 
columns in a specific order, but you can easily change the order. The simplest way is to 
drag a column header to the desired location. You also can right-click the column 
header bar, choose Customize Current View, click Fields to display the Show Fields 
dialog box (shown in Figure 3-5), and use the Move Up and Move Down buttons to 
change the column order. 

Changing column names Outlook uses a default set of names for the columns it 
displays in message folders. However, you can change those column names-for example, 
you might want to rename the From column to Sender. 

To change a column name, follow these steps: 

1 Right-click the column header bar and choose Format Columns to display the 
Format Columns dialog box, shown in Figure 3-6 on the next page. 

2 From the Available Fields list , select the field whose column header you want 
to change. 

3 In the Label box, type the label you want displayed in the column header fo r 
the selected fie ld. 
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Figure 3-6. You can change several column characteristics, including col­
umn header name. 

4 Repeat steps 2 and 3 for other fields you want to change. 

5 Click OK to apply the changes. 

tip Make other changes in column display 

You can't change the name of the Importance, Flag Status, or Attachment column. 
However, you can switch between using a symbol or text in the Importance and Flag 
Status columns. You can change the Attachment column to display either the paper 
clip icon or the text True/False, On/Off, or Yes/No, depending on whether the mes­
sage has an attachment. 

Changing column width If a column isn't wide enough to show all the infor­
mation for the field or if you need to make room for more columns, you might want to 
change the column width. The easiest way to change the width of a column is to drag 
the edge of the column header in the column header bar to resize it. Alternatively, you 
can right-click the column header bar, choose Format Columns, and specify a column 
width in the Format Columns dialog box (see Figure 3-6). 

tip Automatically size columns 

Use the Best Fit option in the Format Columns dialog box to automatically size the 
selected column, based on the amount of data it needs to display. Outlook examines 
the data for the field in the existmg messages and resizes the column accordingly. 

Changing column alignment By default, all the columns are left-aligned in 
message folders, including the lnbox. You can, however, justify the columns to dis­
play to the left, right, or center. For example, you might want to change the format 
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for the Size column to show only numbers and then display it right-justified. Simply 
right-click the column header bar and choose Formal Columns. Io the Format Col­
umns dialog box (shown earlier in Figure 3-6), select the column to change and click 
Left, Center, or Right, depending on the type of justification you want. 

Changing column data format Each default column in a message folder dis­
plays its data using a particular format. For example, the rrom column shows only the 
sender, not the recipient. Although in most cases the specified recipient is you, that isn't 
the case when the message you've received is a carbon copy. You might, then, want to 
change the data format of the From column to also display the person specified in the 
To field of the message. O ther columns also offer different formats. For example, you 
can change the data format used by time and date fields such as Received or Sent to 
show only the date rather than date and time. 

To change the data format used for a particular column, right-cl ick the column header 
bar and choose Format Columns. In the Format Columns dialog box (shown in Fig­
ure 3-6), select the column whose format you want to change and then select the for­
mat from the Format drop-down list. The available formats vary according to the 
fie ld selected. 

Grouping messages Outlook offers many ways to organize and display your data. 
A good example of this flexibility is the option of grouping messages based on a hierar­
chy of criteria. For example, you might want to group messages in your lnbox first by 
subjcc.t, and then by sender, and then by date received, as shown in Figure 3-7. 

~ l~ol- · '1otutoll Uulloo~ l!llilll 

Figure 3-7. These messages are organized by three fields. 

Shows grouping 
hierarchy 

To organize your messages based on a particular column, you can simply right-click 
Lhc column and choose Group By This Field. 
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For more complex groupings, follow these steps: 

1 Right-click the column header bar and choose Group By Box to display the 
Group By box above the column header bar. 

2 To set up a grouping, drag a column header from the column header bar to 
the Group By box. 

J To set up an additional level of grouping, drag another column header to the 
Group By box. Repeat this process until you have as many levels of grouping 
as you need. 

To hide or show the Group By box, right-dick the column header bar and choose 
Group By Box again. To expand or collapse your view of a group of messages, click the 
plus sign ( +) and minus sign (- ) icons next to the group or message. 

For a detailed explanation of grouping and sorting, along with several other topics that will 
help you organize your data, see "Grouping Messages by Customizing the Folder View" 
page 230. 

Calendar 
In the Calendar folder, you can look at your schedule in several different ways. By de­
fault, the calendar view shows the current days schedule as well as the Date Navigator 
(a monthly calendar) and the TaskPad, which displays tasks that overlap or fall on the 
current day (see Figure 3-8). 
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Figure 3-8. The defau lt calendar view shows your schedule and tasks. 

Your schedule shows the subject for each scheduled item-a brief description of a 
meeting or an appointment, for example-beside its time slot, blocking out the time 
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assigned to the item. Items that overlap in the schedule are displayed side by side, as 
shown in Figure 3-9. 
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Figure 3-9. Overlapping items appear side by side in your schedule. 

Working with the Schedule 

The calendar view by default shows only the subject for each item scheduled in the pe­
riod displayed. You can open the item to modify it or view details about it by double­
clicking the item, which opens its form, shown in Figure 3-10. 

JlliJlunch woth Davod - Appointment l!l~£i 
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Subject! JLunch wltn David 
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End~: I rue 11121/2000 

a r ih•~ i$ an online meetln; uslnQ: 1 

Meet ror lunch and to discuss pending contracts 

Figure 3-10. A sample appointment form showing details for a selected appointment. 
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You can add an item to your schedule by using one of these methods: 

• Double-click the time slot of the start time you want to assign to the item. 

• Right-click a time slot and choose the type of item to create (an appoint­
ment, a meeting, or an event). 

• Select a time slot and then choose File, New to select the item type. 

• Click the down arrow beside New on the Standard toolbar and select the 
item type. 

The first method opens an appointment form. The form opened by the other three 
methods depends on the type of item you select. 

Changing the start or end time for an item in the schedule is also easy. To move an item 
to a different time without changing its duration, simply drag the item to the new time 
slot. To change start or end time only, place the pointer over the top or bottom edge of 
the item and drag it to the desired time. 

Using the Calendar's Preview Pane 

Like the Inbox and other message views, the calendar view has a preview pane that lets 
you preview appointments and other items in your schedule without opening them. Just 
click the item to have it appear in the preview pane (see Figure 3- ll). To turn the preview 
pane on or off, choose View, Preview Pane. To display more or less information in the 
pane, drag the top edge of the preview pane to resize it. You can also mal<e other changes 
to the displayed item- such as subject and times- through the preview pane. 
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Figure 3-11. Use the preview pane in the Calendar view to preview scheduled items. 
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Using the TaskPad 

The TaskPad, which appears at the bottom right of the default calendar view, displays a 
list of your tasks. By default, the TaskPad shows the tasks for the current day. However, 
you can change the types of tasks displayed by choosing View, TaskPad View and select­
ing the types of tasks you want Outlook to show, such as overdue tasks, tasks for the 
following week, or all tasks. You can mark a task as completed by selecting the check 
box beside the task name. As you can in the In box and other views, you can change the 
format of the columns displayed in the TaskPad: right-click the TaskPad column header 
bar and choose Format Columns. 

For more information about the TaskPad and the features Outlook provides for working with 
and assigning tasks, see Chapter 20, "Managing Your Tasks." 

Using the Date Navigator 

The monthly calendars in the upper right area of the calendar view are collectively 
called the Date Navigator. This feature is useful not only as a calendar but also as a way 
to provide a fast glance at how heavily scheduled your time is. Days with a scheduled 
item appear in bold, while those without scheduled items appear in a normal font. You 
can view a particular day by clicking it. Click the arrow at the left or right of the Date 
Navigator to change which months are displayed. You can also click the column header 
bar above either month to choose which month to view. 

tip Specify the Date Navigator 's font 

You can configure the Date Navigator to display all dates in normal text rather than 
using bold for days that contain items Choose View, Current View, Customize Current 
View and click Other Sett ings. Clear the Balded Dates In Date Navigator Represent 
Days Containing Items check box and then click OK. 

You can change the number of months displayed by the Date Navigator by resizing the 
display, resizing the Calendar folder's window, or changing the font used by the Date 
Navigator. Assign a smaller font to show more months. (For details on how to change 
the Date Navigator's font, see ((Setting Advanced Options," page 97.) 

Customizing the Calendar View 

Although the default calendar view shows only the subject for a scheduled item, you 
can configure the view to show additional detail-or you can change the view completely. 
For example, you can switch from a daily view to one that shows the work week, the cal­
endar week, or the month. You can see an example ofWork Week view in Figure 3-12, 
Week view in Figure 3-13 (both on the next page), and Month view in Figure 3-14 
on page 73. To select a particular view, choose View and then choose Day, Work Week, 
Week, or Month, according to the type of view you want. 

71 
Facebook's Exhibit No. 1003 

Page 125



72 

Part 1: Working with Outlook 

:~ f nlt"1uf,11 Mu ro~oft Outlook A.-

fie t4t \'It!" F~ loc!< ~ !lot> 

:::3*"" • cit 11 r~ ITI~Irn~wM~~ItTI~· fi1Jttodl> ~~,. ;?Fr-t 

~ 
OWook locloj 

~ 
.110oc(7) 

~ 
c.loncb 

@ 
C~IS 

- _, 
j 

~~~~~~,~~==~==~~~------------J~ 

Figure 3-12. Use Work Week view to organize your work schedule. 
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Figure 3-13. Week view can help you plan your entire week, both personal and 
work time. 
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Figure 3-14. Use Month view to plan a broader range of time. 
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You have additional options for viewing your schedule in the Calendar folder. Choose 
the View command and then one of the following to change the view: 

e Day/Week/Month. Shows the item title only in each view (Day, Work Week, 
Week, or Month). 

e Day/Week/Month With AutoPreview. Includes AutoPreview in Day and 
Work Week views. With AutoPreview, Outlook displays as much of the data 
for the item as possible in the current view. 

e Active Appointments. Shows only active appointments. 

e Events. Shows only events. 

e Annual Events. Shows only annual events. 

e Recurring Appointments. Displays recurring appointments. 

e By Category. Displays scheduled items grouped according to their assigned 
categories. 

For additional information on customizing the way Outlook displays information in the various 
calendar views, see Chapter 18, " Scheduling Appointments." 

Contacts 
The Contacts folder stores all your contact information. By default, the Contacts folder 
displays Address Cards view (see Figure 3-15 on the next page), which shows the 
name for each contact along witl1 other selected fields (address and phone number, for 
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example). You can view the details for a contact by double-clicking the contact's ad­
dress card , which opens the contact form, shown in Figure 3-16. Using this form, you 
can view or make changes to the contact's data or perform other tasks, such as calling 
the contact, generating a meeting request, or viewing a map of the contact's address. 
If you have a large number of contact entries stored in the Contacts folder, you can 
click the b uttons at the right edge of the view to select which portion of the contacts 
list to show. 
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Figure 3-15. By default, the Contacts folder displays Address Cards view. 
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Figure 3-16. When you double-click a contact entry, you can view the contact form for 
that person . 

Facebook's Exhibit No. 1003 
Page 128



Chapter 3: Working in and Configuring Outlook 

For a detailed discussion of working with contacts, including the actions you can take with the 
contact form, see Chapter 14, "Managing Your Contacts." 

Outlook offers several other ways to view the contents of your Contacts folder. Choose 
View, Current View and then one of the following commands to change the view: 

e Address Cards. Displays the name of each contact along with other se­
lected data. 

e Detailed Address Cards. Shows additional detailed information for each 
contact, including the person's title, the company the person works for, per­
sonal notes, and more. 

e Phone List. Displays the contacts as a phone list. 

• By Category. Groups contacts by their assigned categories. 

e By Company. Groups contacts by the company with which they're affiliated. 

e By Location. Groups contacts by country or region. 

e By Follow-Up Flag. Groups contacts by the status of follow-up .flags on 
their entries. 

Adding contact entries to your Contacts folder .is easy: Just right-click in the contacts 
view and choose New Contact, or click New on the toolbar. Eitl1er action opens the 
contact form, in which you enter the contact's data. 

Customizing the Contacts View 

Tasks 

Like other views in other folders, the view in the Contacts folder can be customized to 
suit your needs and preferences. For example, you can adjust the view to display addi­
tional fields of information or to remove fields you don't need. You can sort the view 
based on specific contact criteria or group like items together based on multiple crite­
ria. For details about customizing the Contacts folder view, see Chapter 14, "Managing 
Your Contacts." 

The Tasks folder contains your task list. The default tasks view (see Figure 3-17 on 
the next page) lists each task in a simple list with subject, due date, and status. Double­
click an existing task to open the task form, which displays detailed information about 
the task, including due date, start date, status, notes, and so on (see Figure 3-18 on the 
next page). To add a new task to the list, double-dick a blank list entry to open a new 
task form, where you can enter all the details about the task. 
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Figure 3-17. By default, the Tasks folder displays this view. 
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Figure 3-18. Use a task form to create a new task. 

The task list shows tasks you)ve assigned to others as well as those tasks assigned to you 
(by yourself or by others). These assignments can be one-time or recurring, and the list 
shows both in-progress and completed tasks. 

Like other Outlook views, the tasks view provides a preview pane you can use to view 
details for a task without opening the task item. To turn on the preview pane, choose 
View, Preview Pane. Auto Preview is also available in the Tasks folder; it displays notes 
about the task below the task name (see Figure 3-19). 
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Figure 3-19. AutoPreview displays additional information about a task below the task 
name in the list. 

Customizing the Tasks View 

You can customize the view in the Tasks folder in a variety of ways-adding and re­
moving columns) changing column names, or organizing tasks by category or other 
properties, to list a few. To customize the columns, right-click the column header bar 
and choose Format Columns. The resulting dialog box allows you to select the format 
for each column, change the name, apply justification, and so on. To change the order 
of columns in the view, simply drag the column headers into the desired positions, 
resizing as needed. 

You can also organize your task list in various ways. You can click column headers to 
sort the columns in ascending or descending order, and you can group the columns 
based on a particular field or group of fields, just as you can in the lnbox and other 
Outlook folders. 

You can also choose View, Current View and then one of the following commands to 
change the Tasks Folder view: 

• Simple List. Shows whether the task has been completed, the task name, 
and the due date. 

e Detailed List. Shows status, percent complete, and categories in addition 
to the information displayed in Simple List view. 

e Active Tasks. Displays tasks that are active. 

• Next Seven Days. Displays tasks for the next seven days. 
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e Overdue Tasks. Displays incomplete tasks whose due dates have passed. 

• By Category. Organizes the task list by the categories assigned to tasks. 

e Assignment. Shows the tasks assigned to specific people. 

e By Person Responsible. Groups the view according to the person respon­
sible for the various tasks. 

• Completed Tasks. Shows only completed tasks. 

e Task Timeline. Displays a timeline of all tasks. 

For more information on customizing the view in the Tasks folder, see "Viewing and Customiz­
ing the Tasks Folder," page 564. 

Notes 

With its notes feature, Outlook helps you organize your thoughts and tasks. Each note 
can function as a stand-alone window, allowing you to view notes on your desktop out­
side Outlook. The notes view provides a look into your Notes folder, where your notes 
are initia11y stored. From there, you can copy or move them to other locations (such as 
the desktop) or create shortcuts to them. By default, the initial notes view displays the 
notes as icons, with the fust line of the note serving as the title under the note's icon 
(see Figure 3-20). 

Figure 3-20. The standard notes view displays notes as icons. 

As it does for other folders, Outlook offers several other ways to view the Notes folder. 
Choose Views, Current View and then one of the following: 
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e Icons. Displays an icon for each note, with the first line of the note serving 
as the icon's description (the default view). 

e Notes List. Displays the notes as a line-by-line list. 

e Last Seven Days. Resembles Notes List view, but restricts the display to 
only the past seven days, based on the current date. 

e By Category. Groups the notes by their assigned categories. 

e By Color. Groups the notes by their assigned color. 

tip You can assign different colors to notes to serve as visual cues for lhe note's purpose, 
importance, or content. 

You can use a preview pane in the Notes folder, displaying the text of a note when you 
click it in the list. You can also use Auto Preview in Notes List and Last Seven Days views 
to automatically display the contents of each note. 

You can customize the views in the Notes folder the same way you can in other folders. 
You can, for example, drag columns to rearrange them, resize them, change column 
name and other properties, add other fields, and group notes based on various criteria. 

For a detailed explanation of how to work with the Notes folder, see Chapter 16, "Making 
Notes." 

Deleted Items 

The Deleted Items folder contains Outlook items that you've deleted, and it can include 
all the Outlook item types (such as messages, contacts, and appointments). The Deleted 
Items folder offers a way for you to recover items you've deleted, because the items re­
main in Lhe folder until you manually delete them from that location or allow Outlook 
to clean out Lhe folder. When you delete an item from the Deleted Items folder, that 
item is deleted permanently. 

You can configure Outlook to automaticaJiy delete aU items from the Deleted Items 
folder when you exit Outlook. To do so, choose Tools, Options and click Other. Select 
the check box Empty The Deleted Items Folder Upon Exiting and click OK. 

Choosing the Startup View 

Outlook uses Outlook Today view as the default startup view. However, you might want 
to change the view based on your type of work and the Outlook folders you use most. 
Or you might want to use another view as the initial view because it presents the infor­
mation you need right away each morning to start your work day. 
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You can designate any of the Outlook folders as your startup vjew. Follow these steps: 

1 In Outlook, choose Tools, Options. 

2 Click the Other tab and then click Advanced Options. 

3 From the Startup In This Folder drop-down list, select the view you want to 
see by default when Outlook starts. 

4 Click OK, and then click OK again to close the Options dialog box. 

Using Other Outlook Features 
In addition to the various folders and views described in this chapter, Outlook incor­
porates several other standard components in its interface. The following sections ex­
plrun these features and bow to use them effectively. 

note This book assumes that you 're familiar with your operating system and comfortable 

using menus. Therefore, neither the Outlook menu bar nor its individual menus are 
discussed in this chapter. Specific menus and commands are covered where applicable . 

.,:::' ----------------------------------------------------~ 
lns~de~t 

Outlook uses personalized menus, displaying only those menu items you've used most 
recently. You can click the double arrow at the bottom of a menu to see all of its com­
mands. Although personalized menus unclutter the interface, they can be annoying if 
you prefer to see all available commands or are searching for a specific command 
that isn't displayed. To display all menu commands on a specific menu, right-click 
the menu or a toolbar and choose Customize. On the Options tab, select Always 
Show Full Menus. 

Using the Outlook Bar 
The Outlook Bar appears at the left edge of the Outlook window and contruns short­
cuts to the standard Outlook folders as well as shortcuts to folders you've created and 
to other important data folders (see Figure 3-21). For example, the Other Shortcuts 
group includes shortcuts to the My Documents folder, to My Computer, and to your 
Favorites folder. Just click an icon on the Outlook Bar to open that folder or item. The 
Outlook Bar therefore gives you quick access not only to Outlook folders but also to all 
your data. 
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Figure 3-21 . The Outlook Bar provides quick access to all Outlook data and other of­
ten-used resources and folders. 

For a detailed discussion of the Outlook Bar, including how to create your own groups and 
shortcuts, see "Customizing the Outlook Bar, " page 605. 

The following list summarizes the standard groups of shortcuts on the Outlook Bar 
and their contents: 

• Outlook Shortcuts. This group contains shortcuts to each of your main 
Outlook folders, including Outlook Today, the Inbox, Calendar, Contacts, 
Tasks, Notes, and Deleted Items. 

• My Shortcuts. This group provides quick access to some of your other 
Outlook folders, including Drafts, Outbox, Sent Items, and Journal. The 
My Shortcuts group also includes a shortcut to the Outlook Update Web 
site, a site maintained by Microsoft for updating your Microsoft Office 
application suite. 

For information about obtaining updates and finding troubleshooting resources for both Out­
look and Office, see Appendix C, "Update and Troubleshooting Resources." 

• Other Shortcuts. This group contains shortcuts to My Computer, My 
Documents, and your Favorites folder. 

note You can create new shortcuts in any of the existing groups on the Outlook Bar, and 
you can also create your own groups. 
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Depending on your monitor's resolution and the number of shortcuts in each group, 
you might not be able to see all the .icons in a group. If that's the case, you can use the 
up and down arrow buttons on the right edge of the Outlook Bar to scroll through the 
icons in the selected group. 

Using Objects on the Outlook Bar 

Most of the time, you'll probably just click an icon on the Outlook Bar to open its asso­
ciated folder. However, you can also right -click an icon and use the resulting shortcut 
menu to perform various tasks with the selected object. For example, you might right­
click the Calendar icon and choose Open In New Window to open a second window 
showing the calendar's contents. Or you might choose Advanced Find to carry out an 
advanced search in the selected folder. To view a different group, simply click the group's 
button on the Outlook Bar. 

Controlling the Outlook Bar's Appearance 

By default, Outlook displays the icons on the Outlook Bar using large icons, as shown 
previously in Figure 3-21. If your groups contain a lot of shortcuts, you might prefer to 
use small icons so that more items will fit in the visible portion of the Outlook Bar. To 
change the size of the icons, right-dick the Outlook Bar and choose either Large Icons 
or Small Icons, depending on your preference. Figure 3-22 shows the Outlook Bar with 
small icons. 
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Figure 3-22. You can configure the Outlook Bar to display small icons instead of 
large icons. 

If you seldom use the Outlook Bar, you can turn it off to make room on the screen for 
the folder list or other data. Simply choose View, Outlook Bar to turn the display off or 
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on. Alternatively, you can right-dick the Outlook Bar and choose Hide Outlook Bar to 
turn off the display. 

Using the Standard Outlook Toolbars 
Outlook provides a Standard toolbar for the current folder that offers quick access to 
the tasks and functions you perform most frequently in that folder. Thus, the contents 
of the Standard toolbar change depending on the folder you have open. Certain items 
that appear on the toolbar for all folders work in specific ways in the context of the se­
lected folder. For example, when you're working in the Inbox folder, clicking the New 
toolbar button starts a new e-mail message. With the Contacts folder open, clicking 
New opens a new contact form. You don't have to accept the default contextual action 
for these types of toolbar buttons, however- you can click the small down arrow next 
to a button to choose a specific command instead (see Figure 3-23). To display the Stan­
dard toolbar in a folder, choose View, Toolbars, Standard. Use the same process to turn 
off the toolbar display. 
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Figure 3-23. Click the down arrow beside a toolbar button to view additional command 

options. 

note Outlook 2002 and other Office XP applications now also refer to both menus and 
toolbars as command bars . However, Outlook still refers to the individual bars as 
too/bars. This book uses the two terms synonymously. 

tip If you're not sure what function a toolbar button performs, rest the pointer over the 
button to have Outlook display a ScreenTip explaining the button's purpose. 
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If your display isn't wide enough to accommodate the entire toolbar, Outlook displays 
a double right arrow icon on the right edge of the toolbar. Click this icon to view the 
remaining toolbar buttons and add or remove buttons from the toolbar. 

For more information on customizing the Standard toolbar and other toolbars, see "Customiz­
ing Command Bars,'' page 612. 

The Advanced toolbar, shown in Figure 3-24, provides additional commands and 
also works in the context of the current folder. In addition to navigation buttons, the 
Advanced toolbar contains buttons for opening and closing the preview pane and 
the folders list, printing, setting up rules, selecting the current view, and more. Turn 
the Advanced toolbar on or off by choosing View, Toolbars, Advanced. 
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Figure 3-24. The Advanced toolbar lets you change views quickly. 

The Web toolbar functions much as the navigation toolbar does in Microsoft Internet 
Explorer. It includes Web navigation buttons, a URL address box, buttons for stopping 
and refreshing the current page, and so on. Choose View, Toolbars, Web to show or hide 
the \tVeb toolbar. 

Using Multiple Outlook Windows 

Although Outlook opens in a single window, it supports the use of multiple windows, 
which can be extremely useful. For example, you might want to keep your Inbox open 
while you browse through your schedule. Or perhaps you want to copy items from one 
folder to another by dragging them. Whatever the case, it's easy to use multiple win­
dows in Outlook. 

When you right-click a folder on the Outlook Bar, the shortcut menu for that folder 
contains the Open In New Window command. Choose this command to open these­
lected folder in a new window, keeping the existing folder open in the current window. 
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You also can open a folder from the folder list (discussed next) in a new window. How­
evert the folder list uses an AutoHide feature to automatically hide the folder list after 
you select a folder. You must first lock the list so that it will stay open before you can 
r ight-dick a folder and open the folder in a new window. To lock the folder list, click 
the pu h pin in the upper right corner of the folder list. Then right-dick a folder and 
choose Open In Ne"'' Wmdow to open that folder in a new window. 

Using the Folder List 
"vVhcn you need to switch between folders, you'll probably use the Outlook Bar most of 
the time. But the Outlook Bar doesn't include shortcuts to all your folders by default, and 
adding those shortcuts can clutter the bar, especially if you have multiple data stores. For­
tunately, Outlook provides another quick way to navigate your folders: the folder list. 

At the top of the folder window and below the toolbars and menu bar, you'll find a 
navigation bar. (See Figure 3-25.) To the right of the Bac.k and Forward buttons is a 
drop-down menu with the current folder 's name. Click the drop-down menu to display 
the folder list, as shown in Figure 3-25. ln the list, click the folder you want to open. 
Outlook hides the folder list again after you select the folder. 

Folder list 

r :,k, 
r~~~ 
r ~:!;t""" •rod 

i Coot•ct olto oiovelopc, g 

Navigation bar 

Figure 3-25. Use the folder list to browse and select other folders. 

In some cases, you might want to keep the folder list open rather than letting it close 
automatically. For example, you can't right-dick a folder in the list without first lock­
ing the list so that it will stay open. To do so, dick the push pin in the upper right 
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corner of the folder list. The icon changes to an X. Click the X to close the folder list 
when you no longer need it. 

Using the Status Bar 
The status bar appears at the bottom of the Outlook window (see Figure 3-26) and 
presents information about the current folder and selected items, such as the number 
of items in the folder. It can also include other status information, such as the progress 
of folder synchronization. If you don't need the information in the status bar, you can 
tum it off to gain a little more space for the current folder's display. To turn the status 
bar on or off, choose View, Status Bar. 

~; lnboK · ~n-uwft Outlook ~ ..... 

Status bar 

Figure 3-26. The status bar provides useful information, such as the number of items in 
the selected folder. 

Using the Preview Pane 
In earlier sections of this chapter, you read about the preview pane, which allows you 
to preview Outlook items without opening them. For example, you can preview an 
e-mail message in the preview pane simply by clicking the message header. To turn the 
preview pane on or off, choose View, Preview Pane or click the Preview Pane button on 
the Advanced toolbar. 

To some degree, how the preview pane functions depends on how you configure jt. For 
example, you can set up the preview pane to mark messages as read after they>ve been 
previewed for a specified length of time. To configure the preview pane, choose 
Tools, Options, click the Other tab, and click Preview Pane. Select options based on the 
following list: 
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e Mark Messages As Read In Preview Window. Select this option to have 
messages marked as read when they've been previewed for the time speci­
fied by the following option. 

• Wait " Seconds Before Marking Item As Read. Specify the number of sec­
onds a message must be displayed in the preview pane before it is marked 
as read. 

e Mark Item As Read When Selection Changes. Select this option to have 
the message in the preview pane marked as read when you select another 
message. 

e Single Key Reading Using Spacebar. Selecting this option allows you to 
usc the Spacebar to move through your list of messages to preview them. 
Press Shift+Spacebar to move up the list. You also can use the Up and Down 
Arrow keys to move up and down the message list. 

TI1c preview pane in Outlook 2002 offers some new functionality, which indudes the 
following: 

• In a message folder, you can double-dick an address in the preview pane to 
view details for the address. 

e The lnfoBar (discussed later in this section) now appears in the preview 
pane, giving you additional infonnation about the selected item. The InfoBar 
was previously available only in message folders and the Calendar folder. 

e The preview pane header displays the message's attachments. You can 
double-dick an attachment to open it or right-dick the attachment and 
choose other tasks from the shortcut menu (such as saving the attachment). 

• The preview pane now displays Accept and Decl ine buttons so that you can 
accept or decline a meeting request in the preview pane without opening 
the request. 

Using AutoPreview 

AutoPrevicw, which is available in the Inbox, Notes, and Tasks folders, allows you to pre­
view Outlook items without opening the preview pane. For example, with Auto Preview 
turned on in the Inbox folder, the first three lines of each message appear under the 
message header. To turn AutoPreview on or off for the current folder, choose View, 
AutoPrevicw. The AutoPreview state (on or off) is saved on a folder-by-folder basis, so 
you can have AutoPreview turned on for the [nbox and turned off for Notes and Tasks. 
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n Using the lnfoBar 

In earlier versions of Outlook, the InfoBar appeared only in message and appointment 
forms, giving you additional information about the selected item. The InfoBar in a 
message form, for example, displays the From, To, Cc, and other fields. In Outlook 
2002, however, the InfoBar also appears in the preview pane, as shown in Figure 3-27. 
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Figure 3-27. The lnfoBar now appears in the preview pane as well as in message and 

appointment forms. 

Some of the fields in the InfoBar simply display information, but others lead to more de­
tails. For example, you can double-click a name in the InfoBar to view the associated ad­
dress and other contact information, or you can double-click attachments to open them. 

Configuring Outlook Options 
Because Outlook is a complex application with a broad range of capabilities, you have 
a good many options for controlling the way it looks and functions. This portion of the 
chapter is designed to help you configure Outlook to perform the way you need it to. 

Each of the following sections describes a tab in Outlook's Options dialog box, provid­
ing an overview of the features listed on that tab. Because many of the options in this 
dialog box are best understood in the context of the feature they control, you'll find 
more detail about individual options in chapters that focus on a particular Outlook 
feature (messaging or scheduling, for example); be sure to consult the cross-references 
to the applicable chapters for more information. 

To reach the Options dialog box described here, open Outlook and choose Tools, Options. 
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Preferences 

The Preferences tab of the Options dialog box, shown in Figure 3-28, lets you configure 
general settings for all of Outlook's primary functions, from e-mail to scheduling to 
contact management. 
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Figure 3-28. Use the Preferences tab of the Options dialog box to configure a broad 
range of general options. 

Each of the option groups on the Preferences tab controls how a specific Outlook com­
ponent works. The following list will help you locate specific settings: 

E-Mail You can specify how Outlook handles messages--for example, whether 
Outlook keeps a copy of sent items, saves unsent messages, or includes 
original message content in replies and forwards. Chapter 7, "Sending and 
Receiving Messages;' provides extensive coverage of e-mail configuration 
options. 

Calendar You can control the look of Outlook's calendar by, for example, de­
fining the work week, changing the appearance of the Date Navigator, or 
setting background color. See Chapter 18, "Scheduling Appointments," for 
a discussion of options for the Calendar folder. 

Tasks You can set the color for completed and overdue tasks, set up reminders 
for tasks with due dates, and configure other task-related settings. Chap­
ter 20, "Managing Your Tasks," covers task options in detail. 

Contacts You can control the way names are displayed in the Contacts folder, 
check for duplicate contact entries, configure journal options, and set other 
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options for storing and managing your contact information. See Chapter 14, 
''Managing Your Contacts," for a complete explanation. 

Notes You can, for example, set the color, size, and font used for notes. Chap­
ter 16, "Making Notes:' covers options for notes. 

Mail Setup 
On the Mail Setup tab (see Figure 3-29), you'll find additional settings that control 
e-mail accounts and Outlook's messaging functions. For example, you can use the Mail 
Setup tab to create or modify e-mail accounts and configure how and when Outlook 
sends and receives messages. 
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Figure 3-29. Use the Mail Setup tab to configure e-mail accounts and general messag­
ing properties. 

The following list describes the major sections on the Mail Setup tab and directs you to 
the chapter where those settings are discussed: 

E-Mail Accounts These settings allow you to add, remove, or configure e-mail 
accounts. See Chapter 2, "Advanced Setup Tasks," and Chapter 6, "Using 
Internet Mail," to learn how to configure e-mail accounts. 

Send/Receive You can define groups of accounts, which Outlook then uses to 
determine when to process messages for specific accounts. You can config­
ure settings separately for each group, providing a high degree of control 
over when and how Outlook processes messages. See Chapter 7, "Sending 
and Receiving Messages," for information about send/receive groups and 
send/receive options. 

Data Files These settings let you add, remove, and configure information 
stores (data files) for Outlook, including setting up offline access. See 
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Chapter 1, "Outlook Architecture, Setup, and Startup," to learn how to 
manage data files. 

Dial-Up Here you can configure a handful of settings that determine how Out­
look handles dial-up connections for sending and receiving messages. See 
Chapter 6, «using Internet Mail," to learn about diaJ -up connection options. 

Mail Format 

Use the Mail Format tab (see Figure 3-30) to control the way your messages look and 
how you compose those messages. For example, you can use the Mail Format tab to 
specify either Word or Outlook as the default e-mail editor, to choose between plain­
text and rich-text options, and to set international formattin g options. 
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Figure 3-30. Use the Mail Format tab to select the default e-mail editor, mail format, 

and other properties. 

The following list summarizes the option groups on the Mail Format tab. For details 
about the va rious settings in each group, consult Chapter 7, "Sending and Receiving 
Messages." 

Message Format With these settings, you can choose between HTML, plain 
text, and rich text for outgoing messages; specify the default e-mail editor; 
specify the default e-mail viewer for rich-text messages; configure Internet 
and international options for messagesj and set up other messaging features. 

Stationery And Fonts You can set a default stationery (background) formes­
sages, manage stationery, and specify font settings. 

Signature These settings direct Outlook to add a text signature to aU new 
messages and to replies and forwards. You can configure the t\.,o catego­
ries of messages separately. (Note lhaL these signatures are different from 
digiLal signa tures, which allow you to validate the authenticity of and en­
crypt messages.) 91 Facebook's Exhibit No. 1003 
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Spelling 
The Spelling tab (see Figure 3-31) lets you specify how spelling should be checked in 
Outlook. The following sections summarize by function the settings available on this tab. 
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Figure 3-31. Use the Spelling tab to set options for checking spelling. 

Checking Spelling 

The General Options section of the Spelling tab allow you to set general guidelines for 
the spell checker. The options .include the following: 

e Always Suggest Replacements For Misspelled Words. \Nhen you select this 
option, the spell checker will display suggested changes for any misspelled 
words it finds. 

e Always Check Spelling Before Sending. Select this option to have Outlook 
automatically check spelling before you send a message. You also can check 
spelling manually. 

• Ignore Words In UPPERCASE. You can instruct the spell checker to skip 
over words that appear in all uppercase letters. This option is useful, for 
example, if your document contains numerous acronyms and you don't 
want the spell checker to waste time checking them. 

e Ignore Words With Numbers. When you select this option, the spell 
checker will not attempt to check the spelling of words that include num­
bers, such as some342. 

e Ignore Original Message Text In Reply Or Forward. Selecting this option 
specifies that Outlook will check spelling only in your message text, not in 
the original message text included in a reply or forward. 
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e Use AutoCorrect In Rich Text And Plain Text Messages. Selecting this op­
tion allows Outlook to use AutoCorrect in rich-text and plain-text mes­
sages to automatically correct certain common errors. See the following 
section for details. 

Using AutoCorrect 

Outlook, like other Office applications, supports AutoCorrect, a feature that allows 
Outlook to correct common spelling and typing errors and to replace characters with 
symbols. You also can use AutoCorrect as a shortcut, which means you can type a small 
string of characters and have those characters replaced by a longer string. For example, 
if you frequently type the words Windows 2000, you might set up AutoCorrect to re­
place your shorthand typed phrase w2k with Windows 2000. See the tip on page 98 for 
a handy use for smart tags and AutoCorrect entries. 

Clicking the AutoCorrect Options button on the Spelling tab displays the 
AutoCorrect dialog box, shown in Figure 3-32. You can use this dialog box to add 
new AutoCorrect entries or change existing entries. Click Exceptions to specify ex­
ceptions to AutoCorrect rules. 
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Figure 3-32. Use the AutoCorrect dialog box to add and modify AutoCorrect entries. 

Editing a Custom Spelling Dictionary 

When Outlook is checking spelling in a document and finds a word it considers mis­
spelled, the program gives you the option of adding the word to a custom dictionary. 
This option lets you specify the correct spelling of words not found in Outlook's stan­
dard dictionary. For example, you might want to add your name to the custom dictio­
nary if Outlook doesn't recognize its spelling. You can also add the correct spelling of 
special words or terms you use often to the custom dictionary. 
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tip Use custom dictionaries throughout Office 

All Office applications use the same spelling features, including the custom dictionary. 
Words you add to the dictionary from other applications are available in Outlook, and 
vice versa. This is also true for new dictionaries that you create: if you add another 
dictionary to Outlook, that new dictionary is available in other Office applications. 

Click Edit on the Spelling tab to open the custom dictionary (Custom.dic) in Notepad 
to change or add entries. Enter one word per line. The custom dictionary file is stored 
in the Application Data\Microsoft\Proof folder of your profile folder (which varies ac­
cording to your operating system). 

You can add other dictionaries to Outlook. To add a new dictionary, follow these steps: 

1 Open a message form (start a new message, for example) and choose Tools, 
Spelling And Grammar. 

2 Click Options in the Spelling And Grammar dialog box and then click Custom 
Dictionaries. 

3 In the Custom Dictionaries dialog box (see Figure 3-33), select the dictionary 
files you want to add and dick OK. 

Custom Oictlonaties fl £.1 
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Figure 3-33. Add dictionaries by using the Custom Dictionaries dialog box. 

Using International Dictionaries 

The International Dictionaries section on the Spelling tab allows you to specify the 
language that Outlook uses when checking spelling. Simply select the appropriate lan­
guage from the drop-down list and click OK. 
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Security 
The Security tab (see Figure 3-34) lets you configure a range of options that help you 
secure your messages, validate your identity to others, and protect your system against 
viruses and worms. 
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Figure 3-34. Use the Security tab to configure digital signatures and other security 
properties. 

The Security tab includes the following groups of options. 

For details about the specific options on the security tab, see Chapter 12, "Securing Your Sys­
tem, Messages, and Identity." 

Secure E-Mail You can choose to encrypt outgoing messages, add digital signa­
tures to outgoing messages, and configure other options for digital signatures 
and encryption. 

Secure Content These options help you define security zones, which deter­
mine how Outlook handles HTML messages. 

Digital IDs (Certificates) The settings accessed through this area help you 
manage digital certificates and sjgnatures, which allow you to share en­
crypted messages and validate your identity to message recipients. 

Other 
The Other tab (see Figure 3-35 on the next page) provides a selection of settings that 
apply to various aspects of Outlook. The following sections explain how to configure 
specific features and behavior using thls tab. 
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Figure 3-35. The Other tab gives you access to properties for several features. 

Defining the Default Program for E-Mail, Contacts, and Calendar 

One setting on the Other tab lets you specify that Outlook is the default application for 
creating and viewing e-mail, contacts, and calendar items. Select the option Make Out­
look The Default Program For E-Mail, Contacts, And Calendar if you want Outlook to 
open when you open e-mail messages, contact entries, or calendar data from other 
sources. 

Processing Deleted Items 

You can use the Otl1er tab to determine how Outlook processes deleted items. The first 
of the following two options is located on the Other tab; click the Advanced Options 
button to access the second. 

e Empty The Deleted Items Folder Upon Exiting. Select this option to have 
Outlook automatically delete all items from the Deleted Items folder when 
you exit the program. This action permanently deletes the items. 

e Warn Before Permanently Deleting Items. Select this option if you want 
Outlook to warn you before it permanently deletes items from the Deleted 
Items folder. 

Setting Up AutoArchive 

The options accessed by clicking the AutoArchive button on the Other tab let you con­
trol how Outlook archives data, processes deleted and expired items, and implements 
other backup properties, such as the retention policy. See Chapter 27 "Delegating Re­
sponsibilities to an Assistant," for more information on backup and archival options 
and procedures for Outlook. 
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Customizing the Preview Pane 

Clicking the Preview Pane button on the Other tab provides access to options that de­
termine the way the preview pane functions. These options are explained in detail ear­
lier in this chapter; see "Using the Preview Pane:> page 86. 

Setting Up Instant Messaging 

Use the Instant Messaging area on the Other tab to enable and configure MSN Messen­
ger and use instant messaging (sending or receiving pop-up messages in conununication 
with other users). See "Using Instant Messaging," page 217, for more information on in­
stant messaging. 

Delegates 

The Delegates tab of the Options dialog box lets you specify other persons who have 
delegate access to your folders and can send items on your behalf (meeting requests, 
for example). See Chapter 27, "Delegating Responsibilities to an Assistant," for detailed 
information on using delegation and specifying delegates. 

Setting Advanced Options 
The Other tab of the Options dialog box lets you access a set of special advanced op­
tions for configuring Outlook. Click Advanced Options on the Other tab to display the 
Advanced Options dialog box, shown in Figure 3-36. You can use the options in this 
dialog box to configure various aspects of Outlook's behavior and appearance, as de­
scribed in the list on the next page. 
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Figure 3-36. The Advanced Options dialog box controls several advanced features. 
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• Startup In This Folder. This option lets you specify which folder Outlook 
opens by default when you start the program. Select the folder in the drop­
down list. 

• When Selecting Text, Automatically Select Entire Word. Select this option 
to have Outlook automatically select the entire word and the follm"ling space 
when you highlight any portion of a word. This behavior simplifies select­
ing words and blocks of text. This option is unavailable if you have config­
ured Word as your default e-mail editor. 

• Provide Feedback With Sound. You can direct Outlook to play a sound 
when you perform actions such as opening a file or deleting a message. 

Show Paste Options Buttons. When this option is selected, Outlook dis­
plays a smart tag when you paste data from the Clipboard, allowing you to 
change the paste format and other paste options. Thjs method of changing 
these options is faster than using the Edit menu. 

tip Use smart tags to get quick access to features 

Smart tags are controls embedded in documents to provide quick access to commands 
and features without forcing you to navigate the application's menu. When you paste 
data from the clipboard, for example, Office adds a smart tag beside the pasted data. 
You can select other paste formats and fine-tune the data without repasting or using the 
Edit menu. Smart tags also come in handy with AutoCorrect entries. If you type some 
text referenced by an AutoCorrect entry, Office changes the text automatically but adds 
a smart tag beside the modified text so you can select other changes or undo the correc­
tion. Other types of smart tags provide similar quick access to document data and editing. 

• Enable Mail Logging (Troubleshooting). This option allows Outlook to 
Jog e-mail event status to the OPMLog.log file, which is located in the Temp 
folder of your profile folder (for example, \Documents And Settings\<user> 
\Local Settings\ Temp on a system running Microsoft Windows 2000). 

• Date Navigator. Click Font to select the font used by the Date Navigator 
(the two-month calendar that appears in the Calendar folder) . Changing 
the font changes not only the appearance of the Date Navigator but also 
the number of months displayed. Make the font smaller to show more 
months or larger to show fewer months. 

e When Viewing Notes, Show Time And Date. You can have Outlook dis­
play the time and date a note was created or last modified at the bottom of 
the note. 

• Task Working Hours Per Day and Task Working Hours Per Week. These 
two options define your work week for managing tasks. The default set­
tings are 8 hours and 40 hours, respectively. 
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• Reminder Options. Click this button to access settings for reminders. You 
caJJ direct Outlook to display a reminder and play a sound when the re­
minder is due. 

Using Outlook on the Web 
Outlook includes several features thal integrate its functionality with the Internet. This 
section explores these features, mcluding a look at browsing the Web with Outlook, using 
NetMeeting and NetShow to facilitate desktop conferencing and collaboration, and con­
necting to Exchange Server through the Web protocol (formerly known as WebDAV). 

Browsing the Web with Outlook 

Outlook's integration with Internet Explorer allows you to browse the Internet without 
leaving Outlook. This feature is handy when you need to retrieve a file, view online 
documents, or otherwise access data on the Web but don't want to open Internet Ex­
plorer. Outlook's ability to browse the Web allows you to continue working in a single 
mterface and avoid switching between open applications. 

The default toolbar for all Outlook folders includes an Address box in which you can 
enter the URL for a Web-related resource, such as a Web site or an FTP site (see Figure 
3-37). To view a site in Outlook, type the URL in the Address box and press Enter or 
click Go. Alternatively, you can click the drop-down button beside the Address box to 
select a URL that you've visited previously. The Stop and Refresh buttons on the toolbar 
perform the same function they do in Internet Explorer. When you want to go back to 
working with your Outlook folders, simply select the folder you need from the Outlook 
Bar or the folder list 
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Figure 3-37. You can use Outlook to browse Web sites and other Web resources. 
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Using NetMeeting 

Microsoft NetMeeting is a desktop conferencing application included with Internet 
Explorer that allows an unlimited number of people to participate in a virtuaJ meeting 
across the Internet or an intranet. With NetMeeting, participants can speak with one 
another, exchange messages, view one another through video, share applications and 
files, and collaborate on documents using an electronic whiteboard. Some of the avail­
able features depend on the participants' system configurations. For example, video 
conferencing requires a video camera, and audio conferencing requires a sound card 
and microphone. Some features of NetMeeting are useful over dial-up connections, but 
effective conferencing-particularly with a larger number of participants-requires a 
higher-speed connection, such as DSL, ISDN, or dedicated Tl. 

NetMeeting is not a component of Outlook. Rather, NetMeeting is a separate applica­
tion included with Internet Explorer. You can obtain NetMeeting and Internet Explorer 
from Microsoft's Web site at http://www.microsoft.com/windows/ie/default.htm. 

For a detailed discussion of NetMeet ing, including installat ion and configuration, see " Holding 
an Online Meeting," page 536. 

Using NetShow 

Microsoft NetShow is a client/server desktop conferencing platform for broadcasting 
live and on-demand audio, video, and multimedia presentations across the Internet or 
an intranet. NetShow is a great tool to provide not only live presentations to remote 
participants but also streaming multimedia across the Web. 

------~~--~ ------------------------------------------------~ 
lns~de~t 

Microsoft's NetShow is a complex system that is beyond the scope of this book. Chap­
ter 19, "Scheduling Meetings and Resources," explains how to use NetShow from the 
client side to participate in presentations. The Microsoft Internet Explorer Resource 
Kit, available from Microsoft and other retailers, provides a detailed technical explana­
tion of the NetShow platform from both the client and server perspectives. It also of­
fers detailed information regarding NetShow deployment, presentation development, 
and related topics. 

If you don't need the whiteboard or document collaboration features offered by 
NetMeeting but instead primarily use only video and audio chat, check out Eyeball 
Chat from Eyeball Networks at http://www.eyebal/.com. Eyeball Chat provides great 
video performance and the application is free, as is access to the Eyeball Chat server. 
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Accessing Your Mail Through a Browser 
Outlook serves as a great client application for e-mail, but on occasion you might want 
to use a simpler method of accessing your messages. For example, you might be out of 
town unexpectedly, without your computer, and realize that you need to read an im­
portant message. Or perhaps you'd like to check your office e-mail from horne but don't 
have your Outlook configuration installed on your home computer. Whatever the case, 
Exchange Server supports access to your Exchange Server mailbox throL1gh Outlook 
Web Access (OWA), a server-side feature of Exchange Server. 

Using Outlook Web Access to access your mailbox on an Exchange Server doesn't re­
quire extensive configuration. You simply point your Web browser to the URL on the 
server that provides access to your mailbox. The URL varies according to how OWA is 
configured on the server, in addition to a few other considerations. For a detailed look 
at using OWA to access your Exchange Server mailbox, see Chapter 36, "Accessing 
Messages Through a Web Browser." 

Configuring Windows Settings for Outlook 
Although most of the settings you'll need to configure for Outlook are configured 
through the program itself, some settings in the underlying operating system have an 
impact on the way Outlook functions and displays your data. This section offers an over­
view of the settings you might consider reviewing or modifying for use with Outlook. 

Display Settings 
Because Outlook packs a lot of information into a relatively small amount of space, 
your display resolulion has some impact on Outlook's usefuh1ess. You should configure 
your system for at least an 800 x 600 desktop, preferably larger, depending on the size 
of your monitor. This is particularly important if you're using multiple Outlook win­
dows at one time. 

To configure properties for the display, you use the Display icon in Windows Control 
Panel. You can also right-click the desktop and choose Properties to open the Display 
dialog box. 

tip A handful of freeware and shareware applications are available thallet you create 
multiple virtual desktops to expand your available desktop space. A search of your 
favorite shareware site should turn up at least one or two such utilities. 
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Regional Settings 
The regional settings on your computer determine how the operating system displays 
time, dates, currency, and other localized data. Because Outlook uses these types of 
data extensively, configuring your regional settings properly is an important step in 
setting up for Outlook. This step is especially important for your calendar if you use 
multiple time zones. To configure regional settings, use the Regional Settings or Re­
gional Options icon in Control Panel. 

Time Synchronization 
Much of your Outlook data is time-sensitive. For example, e-mail messages have sent 
and received times, and meetings are scheduled for specific periods. If your system's 
clock isn't accurate, some of that data won't be accurate. You should make sure thal 
your clock is set correctly and that the system maintains the accurate time . You can set 
the time either by using the Date/Time icon in Control Panel or by double-clicking the 
clock in the system tray. 

You also can use synchronization tools to synchronize your computer with a time ser­
ver. Such tools are available as third-party utilities for use with all Microsoft Windows 
platforms, and a search of your favorite dov.'llload site should turn up a few. In addi­
tion, Windows NT and Windows 2000 clients can take advantage of the Windows Time 
Service (W32Time) that allows client computers to synchronize their time with do­
main controllers on their network. If you're not familiar with W32Tirne, check with 
your system administrator for help in setting it up. 

t ip Synchronizing time in Windows NT domains 

When Windows 2000 clients update their time on Windows NT domains, some com­
patibility issues can arise. If your Windows NT domain controllers use the Timeserv 
service, you need to upgrade to the W32Time service to allow Windows 2000 cli­
ents to participate. In addition, you need to make a few registry modifications on the 
Windows NT domain controller functioning as the time server to allow Windows 2000 
clients to synchronize their times. See the Microsoft Knowledge Base article 0258059 
for more information. 

Using Add-Ins 
Outlook provides tremendous functionality right oul of the box and could well serve 
all yow- needs. But if you need additional features not provided directly by Outlook, 
add-ins can help to extend Outlook's functionality. Outlook includes a handful of such 
add-ins, and tllird-party developers can produce others. 
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Outlook supports two Lypes of add-ins: application-specific (standard) add-ins and 
COM add-ins. Standard add-ins are the type supported by earlier versions of Outlook, 
which allow a developer to add features to one Office application. Standard add-ins are 
not portable between Office applications. These add-ins are integrated into Outlook 
through dynamic-link libraries (DLLs). 

COM add- ins use the Microsoft Component Object Model to allow shared functional­
ity between the various Office applications. COM add-i11s were added as new features 
in Office 2000 and are also available in Office XP. These add-ins are integrated into Of­
fice applications, including Outlook, through either DLLs or ActiveX controls. 

You install add-ins when you install Office; the list of available add-ins depends on 
which options you select during installation. To view the installed add-ins, choose 
Tools, Options and click the Other tab. Click Advanced Options to open the Advanced 
Options dialog box. Click Add-In Manager to view, install, and enable or disable stan­
dard Outlook add-ins and click COM Add-Ins to view, install, and enable or disable 
COM add-ins and control their load behavior. 

For more information on different add-ins available for use w ith Outlook, see Appendix E, 
" Outlook Add-Ins." 
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Using Categories 
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One of the primary functions of Microsoft Outlook is to help 
you organize your data, whether that data is a collection of 
contacts, a task list, your schedule, or a month's worth of mes­
sages. To make this easier, you can use Outlook's categories. 
which are words or phrases you assign to Outlook items as a 
means of organizing the items. For example, you might assign 
the category Personal to a message from a family member, to 
differentiate it from your work-related messages, and then cus­
tomize the view to exclude personal items. 

This chapter explains how categories work in Outlook and shows 
you how to manage a Master Category List, add new categories, 
assign them to Outlook items, and use categories to arrange, 
display, and search Outlook data. You'll also learn about entry 
types, which work in concert with categories to give you even 
more flexibility in organizing your data. 

Understanding Categories 
If you've used a personal :finance or checkbook program such 
as Microsoft Money or Intuit's Quicken, you're probably famil­
iar with categories. Tn these programs, you can assign a category 
to each check, deposit, or other transaction and then view all 
transactions for a specific category, perhaps printing them on 
a report for tax purposes. For example, you might use categories 
to keep track of business expenses and separate them by certain 
criteria, such as reimbursement policy or tax dedLtctions. 

Outlook's categories perform essentially the same function: 
you can place data into categories and manipulate the data 
based on those categories. For example, you might use cat­
egories to assign Outlook items such as messages and tasks to 
a specific project. You could then quickly locate all items related 
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to that project. Or you might use categories to differentiate personal contacts from 
business contacts. Whatever your need for organization, categories offer a handy and 
efficient way to achieve your goal. 

What can you do with categories? After you assign a category to each relevant Outlook 
item, you can sort, search, and organize your data according to the category. Figure 4-1, 
for example, shows the Advanced Find dialog box after a search for all Outlook items 
assigned to the category Project Blue. Figure 4-2 shows the Contacts folder organized 
by category, displaying all contacts who work for Prose Ware Corporation. The ability 
to search by category makes it easy to find all the items associated with a specific project, 
contract, issue, or general category. 
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Figure 4-1 . The Advanced Find dialog box displays the results of a search for all Project 
Blue items. 
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Figure 4-2. You can group contacts by category to list all ProseWare staff. 
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Categories are useful only if you apply them consistently. After you become disciplined 
in using categories and begin to assign them out of habit, you'll wonder how you ever 
organized your day without them. 

The Master Category List 
Oullook maintains a Master Category List (MCL) that contains the default categories 
created by Setup when you install Outlook. The MCL is hard-coded and can't be 
changed. You can, however, modify your personal copy of the MCL, which is stored in 
the registry key 

HKEY_CURRENT_USER\Sofrware\Microsoft\Office\10.0\0utlook\Categories 

The MCL serves as tbe basis for customizing your personal category list. The MCL 
contains several predefined categories that are useful in many situations, but your busi­
ness or organization might need special categories not included with Outlook. You can 
customize the MCL to create your own category list with as many additional categories 
as you want, as the following section explains. 

Customizing Your Personal 
Master Category List 

Before you assign categories to Outlook items, you should go through the category list 
and add the categories you need. To determine which ones to add, spend some time 
thinking about how you intend to use them. Although you can always add categories 
later, creating the majority up front not only saves time but also helps you organize 
your thoughts and plan the use of categories more effectively. 

Follow these steps when you're ready to create categories: 

1 Open Outlook and then select any item (a message or a contact, for example). 

2 Open the Categories dialog box by choosing Edit, Categories or by right­
clicking the item and choosing Categories from the shortcut menu. 

5I Click Master Category List to display the Master Category List dialog box, 
shown in Figure 4-3 on the next page. 
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Figure 4-3. You can add a new category in the Master Category List 
dialog box. 

4 Type the new category name in the New Category box, and click Add. Repeat 
this step to add other categories as needed. 

5 Click OK when you've finished adding categories, and then click OK to close 
the Categories dialog box. 

For information about creating new categories while you are assigning categories to an 
item, see the following section, "Assigning Categories to New Items." 

The categories you add to your personal MCL depend entirely on the types of tasks 
you perform with Outlook, your type of business or organization, and your prefer­
ences. The following list suggests ways to categorize business-related data: 

• Track items by project type or project name. 

e Organize contacts by their type (for example, managers, assistants, techni­
cal experts, and financial advisors). 

• Keep track of departmental assignments. 

e Track different types of documents (for example, drafts, work in progress, 
and final versions). 

e Track contacts by sales potential (for example, 30-day or 60-day). 

• Organize items by priority. 

The following list offers suggestions for categorizing personal data: 

• Organize personal con tacts by type (friends, family, insurance agents, legal 
advisors, and medical contacts, for starters). 
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• Track items by area of interest. 

e Organize items for hobbies. 

• Track items related to vacation or other activities. 

Assigning Categories to New Items 
Assigning categories to items is easy. You can assign multiple categories to each item if 
needed. For example, a particular contact might be involved in more than one project, 
so you might assign a category for each project to that contact. If you have a task that 
must be performed for multiple projects, you might assign those project categories to 
the task. 

To learn how to assign categories to existing items, see "Changing Category Assignments," 
page 112. 

Follow these steps to assign categories to a new item: 

1 Open the form to create the item. (Click New with the folder open, for 
example.) 

2 Use one of the following methods to display the Categories dialog box, 
depending on the type of item you're creating: 

• Message. Click Options on the toolbar, and then click Categories. 

Calendar, contact, or task item. Click Categories at the bottom of 
the form. 

note Depending on your screen resolution you might need to maximize the form to see the 
Categories button. 

• Note. You can 't assign a category initially. Instead, add the note, 
right-click it, and choose Categories; or select the note and choose 
Edit, Categories. 

3 In the Categories dialog box, select all the categories that pertain to the item. 
If you need to add a category, just click in the ltem(s) Belong To These Cat­
egories box, type the category name, and click Add To List. This adds the 
category to your personal MCL. 

4 Click OK to close the dialog box and continue creating the item. 

As you can see in step 3, you don't have to open the MCL to create new categories. 
Instead, you can create a category on the fly when you're assigning categories to an item. 
Outlook will add the new category to your personal MCL. However, a drawback to 
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creating categories on the fly is that you might not enter the category names consis­
tentJ.y. As a result, you could end up with more than one version of a given category. As 
you might expect, Outlook treats category names literally, so any difference between 
two names, however minor, makes those categories different. Searching for one won't 
turn up items assigned to the other. For this reason, it's a good idea to always select cat­
egories from the MCL rather than creating them on the fly. 

Assigning Categories Automatically 
You can easily assign categories when you create an item, but you might prefer to sim­
plify the process for items that will be assigned to the same category (or set of catego­
ries). For example, if you frequently create e-mail messages that have specific category 
assignments, you could bypass the steps involved in adding the categories to each new 
message. You can accomplish this by using an e-mail template. 

(~ ________ Fo_r_a_d_e_ta_il_e_d_d_is_cu_s_s_io_n_o_f_te_m~p~l_at_e~s,_s_ee __ C_ha~p_t_er_2_2~· -u_u_si_n~g-~_em~pl_at_e_s._" ______________ ~) 

You can use templates for other Outlook items as well. Simply create the template, as­
sign categories to it as needed, and then save it with a name that will help you easily 
identify the category assignments or the function of the template. When you need to 
create a message with that specific set of category assignments, you can create it from 
the template rather than from scralch. Because the category assignments are stored in 
the template, new items created from the template are assigned those categories. Using 
templates to assign categories not only saves you the time involved in adding catego­
ries individually but also ensures that the category assignments are consistent. (For 
example, you won't misspell a name or forget to add a category.) 

Modifying Categories and 
Category Assignments 

At some point, you'll want to recategorize Outlook items- that is, you'll want to add, 
remove, or modify their category assignments. For example, when one project ends 
and another begins, some of your contacts will move to a different project, and you'U 
want to change the categories assigned to the contact items. Perhaps you've added some 
new categories to further organize your data and want to assign them to existing items. 
Or perhaps you made a mistake when you created an item or assigned categories Lo h, 
and now you need to make changes. Whatever the case, changing categories and cate­
gory assignments is easy. 

Changing Existing Categories 
For one reason or another, you might need to change a category. For example, you 
might have misspelled the category when you created it, or you might want to change 
the wording a little. You can't edit an existing category, but you can remove the cate-
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gory and re-create it with modifications. For example, you might delete the category 
Fiends and create a new one named Friends to replace it (assuming that your friends 
are not really fiends) . 

Before you start changing categories, however, it's important to understand the ramifi­
cations. Changing a category doesn't modify the category for items to which it has 
already been assigned. If you remove the Fiends category from your MCL and replace 
it with Friends, any items previously assigned the Fiends category will still have that 
category assignment-Outlook won't automatically change them to the new category. 
However, Outlook also doesn't delete the category assignments of items whose catego­
ries are no longer in your MCL. Because the old categories remain associated with the 
item, you can still search based on the old category names. Therefore, when you change 
a category, you should search for all items using the old category and then change those 
items to assign the new category. 

note Think of the MCL as a list that simplifies the assignment of categories by allowing you 
to pick preset categories from the list rather than entering them manually each time. 
The category text itself is associated with the item, so changes to the MCL don't affect 
the items to which categories have been assigned. 

An earlier section, "Customizing Your Personal Master Category List" (page 107), 
explained how to create new categories. Because you can't edit a category but instead 
must replace it, changing a category is much like adding a new one. 

Follow these steps to replace one category with another: 

1 In Outlook, select any item and choose Edit, Categories. 

2 Click Master Category List to display the Master Category List dialog box. 

3 Enter the new category in the New Category box and click Add. 

4 Scan through the category list to find the old category, select it, and click Delete. 

5 Click OK to close the dialog box. 

Resetting the MCL to Its Default Version 
Assume that you've made substantial changes to your personal MCL, modifying or re­
moving most of the original categories, and now you want to restore them. Resetting 
the MCL to its default version copies the default MCL to your personal list, causing all 
your custom categories to be removed. (Keep in mind that although this removes the 
categories from your personal MCL, it doesn't remove them from the items to which 
they are assigned.) You can then re-create the custom categories as needed in your per­
sonal MCL. 
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Follow these steps to reset your personal MCL to the default copy: 

1 In Outlook, select any item and choose Edit, Categories. 

2 Click Master Category List. 

3 Click Reset, and then click OK when prompted. 

4 Click OK to close the MCL. 

Changing Category Assignments 

You can assign categories to an item at any time, adding and removing the ones 
you want. 

To change the categories assigned to a specific item, follow these steps: 

1 In Outlook, locate the item whose category assignment you want to change. 

2 Select the item and choose Edit, Categories; or right-click the item and choose 
Categories from the shortcut menu. 

3 In the Categories dialog box, add and remove categories as needed and click OK. 

Changing Category Assignments of Multiple Items at One Time 

In some cases, you'll want to change the category assignments of several items at one 
time. For example, assume that you've replaced a misspelled category name with the 
correct spelling. After you change the category list, any items to which you had assigned 
the old category will still have the incorrect spelling. You'll probably want to search for 
all items with the old category and assign the new one to them. 

Follow these steps to do so: 

1 In Outlook, choose Tools, Advanced Find. 

2 In the Look For drop-down list, select the type of Outlook item for which 
you want to search. 

3 In the Advanced Find dialog box, click the More Choices tab. 

4 Type the old category name in the box beside the Categories button, and click 
Find Now. 

5 In the search results area, select all the items whose categories you want to 
change. (Use Shift+Ciick or Ctri+Ciick to select them.) Then click Edit, 
Categories. 

6 In the ltem(s) Belong To These Categories list, highlight the portion of the 
category you want to change, retype it, and click OK. Outlook reassigns the 
categories accordingly. 
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tip Change a single category 

If an item is assigned multiple categories, Outlook doesn't make changes to any cat­
egories that don't appear in the ltem(s) Belong To These Categories list. You can 
change a single category without changing others. 

Organizing Data with Categories 
Now that you've created your personal MCL and faithfully assigned categories to all 
your data in Outlook, how do you put those categories to work for you? The previous 
section, which explained how to search for items with given categories, is a good ex­
ample of how you can use categories to organize and sort your data: by specifying the 
categories in question in the Advanced Find dialog box, you can compile a list of items 
to which those categories have been assigned. 

You also can sort items by category. To do so, follow these steps: 

1 Open the folder containing the items you want to sort. If the Categories field 
isn't displayed, right-click the column bar and choose Field Chooser. 

2 Drag the Categories field to the column bar. 

J Right-click the Categories column and choose Group By This Field. 

Sharing a Personal Category List 
If you work in a department, or if you share similar tasks and responsibilities with oth­
ers, it's helpful to be able to share the same set of categories with those other users. 
Doing so helps to ensure that everyone is using the same categories, an important 
point when you're sharing items or receiving items from others that have categories 
assigned to them. For example, assume that your department is working on a handful 
of projects. Having everyone use the same project category names helps you organize 
your Outlook items and ensures that searches or sorts based on a given project will dis­
play all items related to the project, including those you've received from others. 

Exporting Your Personal MCL 

As mentioned earlier, Outlook stores your personal MCLin the registry rather than as 
a file. This means you can't simply share a file to share your categories. Instead, you 
must use one of two methods to share your category list: 

• You can export the registry key containing the categories and have all other 
users import that key into their registries. 

• You can use an e-mail to copy categories. For details on this method, see 
''An Alternative to the Registry Solution," page 115. 
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The following steps outline the registry method, which copies the entire MCL: 

1 Choose Start, Run. Type regedit in the Run dialog box (see Figure 4-4), and 
then click OK. 

Run ~, 

Opeo: lmiJ 

OK Cancel I Browse, •. J 

Figure 4-4. Start the Registry Editor in the Run dialog box. 

2 Locate and select the key HKEY _CURRENT_USER\Software\Microsoft 
\Office\ 1 0.0\0utlook\Categories. 

J Choose Registry, Export Registry File. 

4 Specify a path and file name to save the file, verify that the Selected Branch 
option is selected, and click Save. 

At this point you have a registry f.tle that other users can use to import the MCL to their 
systems, as explained in the next section. 

caution It's important to exercise care when working with the registry. Incorrect changes 
could cause problems ranging from minor data loss to application crashes or the In­
ability to boot your computer. 

Importing Categories 

Exporting a registry key to a file creates a text file with a REG file extension. Others can 
then import the Categories key into their systems by double-clicking the registry file 
containing the Categories key or by using the import function in the Registry Editor. 
However, the specific process for importing the categories depends on the version of 
Outlook used to create the registry file and the version into which the file is being im­
ported. 

If you view the registry file in a text editor such as Notepad or WordPad, you'll find 
that the file contains the registry key where the categories should be stored. For Out­
look 2002, this key is 

HKEY_CURRENT_USER\Software\Microsoft\Office\ 10.0\0utlook\Categories 

For earlier versions of Outlook, the key is slightly different, distinguished by the value 
that immediately follows the Office value. For example, Outlook 2000 uses the registry 
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key HKEY _CURRENT_ USER \Software \Microsoft\ Office \9.0\ Outlook\ Categories to 
store category entries. 

Before you import a registry key containing categories into your own system, verify the 
Outlook version you're using and the key into which the categories need to be im­
ported. For example, if you're importing categories from an earlier version of Outlook 
into Outlook 2002, you need to modify the registry file to place the information in the 
10.0 key. If you're copying categories from Outlook 2002 into an earlier version, you 
need to change 10.0 to the version being imported. 

To make the change before you import, open the registry file in Notepad or WordPad. 
As you can see in Figure 4-5, the registry key is specified near the beginning of the file. 
Change the key name to reflect the appropriate destination key, save the file, and then 
import it into the target system. You can import the key by double-clicking it, or you 
can open the Registry Editor as explained previously and choose Registry, Import Reg­
istry File. 

[HKEY _cuRRENT _USER\Softwa•·e\Mi eros oft \offi ce\10 . 0\out 1 ook\Cat egori es J 
"Ma sten i st "•hex :4b, 00 , 65, 00. 79, 00, 20,00,43, oo, 75, oo, 73 , oo, 74 , oo, 6f , oo, 6d, oo, \ 

65, 00, 72, 00, 3b, 00 . 53, 00, 75, 00, 70, 00 , 70 , 00, 6c , 00, 69, 00, 65, 00, 72 , 00, 73, 00, 3b, \ 
00, 46, 00, 61, 00 , 76, 00, Gf , 00, 72 , 00, 69 , 00 ,74 , 00, &5, 00, 73 , 00, 3b , 00 ,47, 00, 6f , 00, \ 
61, 00 , 6c, 00, 73 , oo. 2f , 00, 4f , oo, 62, oo, 6a, oo, 65, oo, 63, 00, 74 , 00 , 69, 00 , 76, 00, 65,\ 
00, 73, 00, 3b , 00,43 ' 00 , 6f , 00, 6d, 00, 70, 00 , 65 , 00,74 ' 00, 69, 00,74 ' 00 , 69 , 00, 6f. 00, \ 
6e, 00, 3b, 00, 57 , 00, 61, oo, 69, oo, 74, oo, 69 , 00, 6e, 00, 67, 00, 3b, 00 , 53, 00 . 74 , 00,61 , \ 
oo, 74 , oo, 75, oo, 73, oo, 3b, oo, 48, oo, 6f , oo, 74, oo, 20, 00, 43, 00, 6f , 00 . 6e , 00, 74 , oo, \ 
61, oo, 63, oo, 74 , oo, 73, 00 , 3b, oo, 50, oo, 68 , oo, 6f, oo, 6e, oo, 65 , 00 , 20, 00,43, oo, 61 , \ 
oo, &c, oo, &c, oo, 73, oo, 3b, oo, 47, oo, 69, oo, 66 . oo, 74, oo, 73, oo, 3b, 00 ,4d , oo, 69, oo, \ 
73 , 00, 63, 00, 65 , oo, 6c, oo, 6c, oo, 61, 00 , 6e , 00 , 65, oo, 6f, oo, 75, oo, 73, oo. 3b, 00,48 , \ 
00, 6f , oo, 6c , 00, 69, oo, 64 , oo, 61, oo, 79 , oo, 20 , oo, 43 , oo, 61 , oo, 72 , 00,64, 00, 73, 00,\ 
3b , oo, 56, oo, 49 , oo, 50, oo, 3b, oo, 49, oo, 6e , oo, 74, oo, 65 , oo, 72, 00 , 6e, 00, 61 , oo, 74 , \ 
00 , 69, oo, 6f, oo, 6e, 00, 61 , 00, 6c, 00, 3b, 00,48 , 00, 6f, 00, 6c, 00, 69 , 00,64 . 00, 61, oo, \ 
79, oo, 3b, oo, 42, oo, 75, oo, 73, oo, 69, oo, 6e, oo, 65, oo, 73, oo, n, oo, 3b. oo. so, oo, 65 , \ 
oo, 72, oo, 73 , oo, 6f, 00, 6e, 00, 61 , 00, 6c, 00, 3b, 00, 54, oo, 69, oo, &d, oo, 65, oo, 20, oo, \ 
26 , 00, 20,00, 4 5, 00, 78 , 00 , 70, 00, 65 , 00 , 6e, 00 , 73, 00, 65 , 00,73 , 00, 3b , 00, SO, 00, 72,\ 
00 , 6f , 00, 6a , 00,65, 00 , 63 , 00, 74 , oo, 20, 00, 49, oo, 63, oo, 65, oo, 63, oo, 72, 00, 65, 00, \ 
61. 00, 6d, 00, 3b, 00, 49, 00, 64 . 00, 65, 00 , 61 , 00 , 73, 00, 3b, 00, 53' 00,74 ' 00 , 72 , 00 , 61 . \ 
oo, 74, oo, 65 , oo, 6 7 , oo, 69, oo, 65 , oo, 73 , oo, 3b , oo, so, oo, 72 , o0,6f , oo, 6a, 00, 6S, oo, \ 
63 1 00, 74 , 00, 20 , 0 0, 4 2, 00, 6C, 00 , 7 5, 0 0, 6 1), 00, 3b, 00, 00, 00 

Figure 4-5. You can open a registry script in Notepad. 

..:.1 
.. !.Ld 

caution When you import the registry f ile, your existing categories are lost. See the fol­
lowing section for an alternative method if you want to retain your existing custom 
categories while also adding others f rom another user. 

An Alternative to the Registry Solution 

When you import a registry file, the existing categories in your MCL are replaced, not 
supplemented. This means you'll lose any custom categories you had added to your 
MCL before the import. To get around this problem, the person who originates the 
shared categories can create an e-mail message, assign all categories to the message, and 
then send it to others for import into their MCLs. 
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To use this method of sharing categories> follow these steps: 

1 On the source system for the categories, create a new mail message addressed 
to all users who need a copy of the categories. 

2 In the message form, click Options and assign all custom categories (or only 
those to be shared) to the message. 

i Send the message. 

4 On a receiving system, select the message and choose Edit, Categories; or 
right-click the message and choose Categories. 

5 In the Categories dialog box, highlight all the categories in the ftem(s) Belong 
To These Categories list and press Ctri+C to copy them to the clipboard (see 
Figure 4-6). 

Calegoril!s -

.; Apples (not n Master CateQOI'Y list) 
Bananas (not in Master Category L.tst) 
Buslnes~ 

.; Cherne~ (not n Master CateQOfy list) 
. Competition 

Elephants (not in Master Category list) 
FevQJ:itL'.s.---- - --- ------ -

' ~~:u~o!T~~.:':..S.~~~.Y..U~~.~-----_.:..-1-- Indicates that the category 
Goals/ObJectives is not in the local MCL 
Gras~hoppers (not n Master Cateoory List) 
Holiday 
Holiday Cards 
Hot Contacts 

~-_j Car]tel I Master D!le90ry list. . I 

Figure 4-6. The selected categories are from a message being imported to 
the local MCL. 

6 Click Master Category List, click in the New Category box, and press Ctri+V 
to copy the categories to the box. Click Add to add them to the MCL. 

tip To make sure everyone can import the categories successfully, include instructions in 
the body of the e-mail message explaining how to import the categories. 

note As shown in Figure 4-6, Outlook identifies categories for the selected e-mail message 
that are not stored in the local MCL. 
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Using Entry Types 
You can assign categories to all Outlook items to provide a means of sorting and or­
ganizing those items. The journal is no exception: each journal item can have multiple 
categories assigned to it. Journal items, however, can also be classified by entry type, 
which defines the purpose of the journal item. In many respects, entry types are like 
categories, because you can use them to sort and search for journal items. 

When you create a journal item manually, Outlook assumes that you're creating a phone 
call journal entry and automatically selects Phone Call as the entry type. However, you 
can select a different entry type from the Entry Type drop-down list. Figure 4-7 shows 
the majority of the available entry types. 

11e Untitled - Journal Entry - -_ : ': • 

E_Ue !;.Eid: ~ew Insert F!)_rmat !ools Actions !:!elp 

.Q ~ave and Close ~ jl) 9l Jl! I9J W tl~ X 

Sl!biect; 

Entry t:we: lPhone call :::::J CQ1'11P3QY: 
~----~'=E.-m-,aii-:-:M,-es-sag-e-----------'=:; 

start time: Fax 
letter 

Qt.Jrabon: Meeting 
Meeting cancellation 

.,.......- - -lMeeting request 
IV1eeting response 
Microsoft Access 
Microsoft Binder 
Microsoft Excel 
Microsoft PowerPoint 
Microsoft Word 
Note 

Remote session 
Task 
Task request 
Task. res onse 

Type a ·~uestior; for help • 

~ 
e_nvate I 

Figure 4-7. You can select entry types only from a predefined list. 

Unlike categories, which you can create on the fly, journal entry types are limited to 
those types found in Outlook's predefined list. Although the default entry types cover a 
lot of bases, they don't offer much flexibility. For example, you might want to use the 
journal to track your activity in an application that isn't included on the list, or you 
might need to keep track of trips to the doctor, school programs, or other events. Al­
though you don't have the ability to add entry types directly when you create a journal 
entry, you can modify the registry to add journal entry types. 
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Here's how: 

1 Open the Registry Editor. (Choose Start, Run; type regedit; and click Open.) 

2 Open the key HKEY _CURRENT _USER\Software\Microsoft\Shared 
Tools\Outlook\Journaling. 

J Right-click Journaling and choose New, Key. 

4 Rename the key based on what the new entry type will be. For example, you 
might name it Dr. Visit. 

5 Right-click the key you just created and choose New, String Value. Rename 
the string value Description. 

6 Double-click the Description value just created, and set its value to the text 
you want to appear in the Entry Types drop-down list, such as Dr. Visit. 

7 Close the Registry Editor. 

After you have edited the registry to add the new entry type, it should appear on the 
journal entry form in the Entry Type dmp-down list. 
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Managing Address 
Books and 
Distribution Lists 

An e-mail program isn't very usefult without the ability to store 
addresses. Microsoft Outlook, like other e-mail-enabled appli­
cations, has this storage ability. In fact, Outlook offers multiple 
address books that can help make sending messages easy and 
efficient. 

This chapter explores how Outlook stores addresses and 
explains how Outlook interacts with Microsoft Exchange Server 
(which has its own address lists) to provide addressing services. 
You'll learn how to store addresses in Outlook's Contacts 
folder and use them to address messages, meeting requests, 
appointments, and more. You'll also learn how to create distri­
bution lists to broadcast messages and other items to groups 
of users and how to hide the details of the distribution list 
from recipients. The chapter concludes with a look at how you 
can share your address books with others. 

Although this chapter discusses the Outlook Contacts folder in the 
context of address lists, it doesn't cover this folder in detail. For a 
detailed discussion of using and managing the Contacts folder, see 
Chapter 14, "Managing Your Contacts." 

Understanding Address Books 
As you begin working with addresses in Outlook, you'll find 
that you can store them in mul.tiple locations. For example, if 
you're using an Exchange Server account, you have a couple of 
locations from which to select addresses. Understanding where 
these address books reside is an important first step in putting 
them to work for you. The following sections describe the 
various address books in Outlook and how you can use them. 
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Outlook Address Book 
On all installations, including those with no e-mail accounts, Outlook creates a default 
Outlook Address Book (OAB). This address book consolidates all your Outlook con­
tacts folders. With a new installation of Outlook, the OAB shows only one location for 
storing addresses: the default Contacts folder. As you add other contacts folders, those 
additional folders appear in the OAB, as shown in Figure 5-1. As you'll learn in "Remov­
ing Contacts Folders from the OAB," page 127, you can configure additional contacts 
folders so that they don't appear in the OAB. 

f~ Address Book 

F&e Edt VIeW reds 

Dl'-'lllfi'l >. ll!J ~ ~=!?-==---------1 
Type N4me or Sele<t from list: 

Anies.ldwin 
AmeP_, 
llrUte ObefQ 
fi.A<h> OQisu 
JlrnOoyte 
Kem Vetbo«t 

lii!M~nagement 
Iii! Sales 
CI!Support 
~Teston>Undo 

Globol PocfO'ess List 

Address Book fConteCt"i _____ l 
, contacts 2 ,......_---++--By default, all your 
: PersanaJcontatts ' contacts folders 

appear in the OAB 

Figure 5-1 . The OAB shows all contacts folders for your profile. 

For detailed Information on creating and using additional contacts folders, see "Creating Other 
Contacts Folders," IJ>age 386. 

The OAB functions as a virtual address book rather than as a physical one because 
Outlook doesn't store the OAB as a file separate from your data store. Rather, the OAB 
provides a view into your contacts folders. When you add contact entries to the OAB, 
you're actually adding them to the Outlook Contacts folder. Because of this, you have 
all the same options for creating contact entries in the OAB as you do in the folder­
the OAB and the Contacts folder are essentially one and the same. 

Personal Address Book 
You can add one Personal Address Book (PAB) to a profile and usc the PAB to store 
additional contact information. Unlike the OAB, a PAB is a physical address book that 
Outlook stores on disk separate from your data store. The PAB uses a PAB file exten­
sion, and Outlook creates the file when you add the PAB to your profile. 
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To learn how to add a PAB to a profile, see • Adding a Personal Address Book, n page 125. ) 

The PAB doesn't function as a hook into your Contacts folder, so you don't have the 
same options for creating an entry in the PAB that you do in the Contacts folder. Fig­
ure 5-2 shows the New Internet Address Properties dialog box, which Outlook provides 
for creating new entries in a PAB. As you can see, you can't save the same amount of 
data for a contact in the PAB as you can in the Contacts folder. 

For more Information on creating contacts and their available options, see "Creating a Contact 
Entry," page 383. 

"ew lntl!rnet Address Properb6 · 

Ot, ~I~ I I< 

Figure 5-2. The form for creating a PAB entry doesn't include the same information as a 

form in the Contacts folder. 

Even though the PAB doesn't store the same amount of information as an item in the 
Contacts folder, it's still a useful feature. You can use the PAB to store personal ad­
dresses or other contact information that you want to keep separate from your other 
Outlook data. Plus, you can use a PAB to share addresses with other users. 

Global Address List 
When you use a proftle that contains an Exchange Server account, you'll find one other 
address list in addition to the OAB and PAB: the Global Address List (GAL). This address 
list resides on the Exchange Server and presents the list of mailboxes on the server as 
well as other address items created on the server, including distribution groups and 
external addresses (see Figure 5-3 on the next page). You can't create address informa­
tion in the GAL, as you can in the other types of address books, however; only the Ex­
change Server system administrator can do this. 
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jG~oM Adchss Ust 
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~ 

Figure 5-3. The Global Address List shows addresses on the Exchange Server. 

Other Address Lists 

In addition to the OAB, PAB, and GAL, you might see other address sources when you 
look for addresses in O utlook. For example, in an orga11ization with a large address list, 
the Exchange Server system administrator might create additional address lists to filter 
the view to show only a selection, such as contacts with last names starting with the 
letters A through D or contacts external to the organization (see Figure S-4). You might 
also see a list named All Address Lists. This list, which comes from Exchange Server, can 
be modified by the Exchange Server administrator to include additional address lists. 

H Arldress Book 

Type N5ne or Select from li'..t: 

Arnie Baldwin 
AmeP­
Bruc.e Oberg 
,.-Oo;iilu 
Jrn Boyce 

Kevin Verboort 
(Ill Manag,.ment 
(Ill sales 
Gs._..t 
~Testomundo 

Show Name< from tile: 

Figure 5-4. Additional address lists can display filtered lists of contacts. 
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Configuring Address Books and 
Addressing Options 

Outlook offers a handful of settings you can use to configure the way your address books 
display contacts and address information. You also can add personal address books and 
choose which address book Outlook uses by default for opening and storing addresses 
and processing messages. 

Adding a Personal Address Book 
You might decide to add a personal address book to store addresses outside your Con­
tacts folder. For example, you might use the PAB to store personal addresses separately 
from work addresses. 

Follow these steps to add a PAB to your profile: 

1 Close Outlook, right-click the Outlook icon on the desktop, and choose 
Properties. (Alternatively, you can use the Mail icon in Control Panel.) 

2 Click E-Mail Accounts to start the E-Mail Accounts Wizard. 

3 Select Add A New Directory Or Address Book and click Next. 

4 Select Additional Address Books and click Next. 

5 Select Personal Address Book and click Next. 

6 Set properties for the new address book and click OK. 

7 Click OK to close the Properties dialog box. 

8 Restart Outlook to use the new address book. 

Setting Options for the Outlook Address Book 
You can set only one option for the OAB. This setting controls the order in which 
Outlook displays names from the OAB-either Firstname, Lastname or Lastname, 
Firstname. 

Follow these steps to set this display option: 

1 If Outlook is open, choose Tools, E-Mail Accounts to start the E-Mail Accounts 
Wizard. If Outlook is not open, right-click the Outlook icon on the desktop, 
choose Properties, and then click E-Mail Accounts. 

2 Select View Or Change Existing Directories Or Address Books and click Next. 

3 Select Outlook Address Book and click Change to display the Microsoft Out­
look Address Book dialog box, shown in Figure 5-5 on the next page. 
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i§ii!j.J1.!JJ,fhjt@ftdfMif@§ 
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00 to tho Pro!>o<U..S cW:lo box for tho Olotart< fdder. On 
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r snownomesby- l 
I. r. Ar>t Last (.Jol't1 Smith) r ~As (S<Mh, .lol't1) J 

I 0ose I 

Figure 5-5. Select the format for OAB entries in the Microsoft Outlook 
Address Book dialog box. 

4 In the Show Names By box, select t~e display format you prefer. Click Close, 
and then click Finish. 

Setting Options for the Personal Address Book 

For the PAB, you can select a format for displaying names, change the djsplay name for 
the address book, specify a path to a different file, or include optional notes with the 
address book. 

tip Specify a different path 

When you need to place the PAB on a network share to make it available when you 
log on from other locations, and the file is not located in your M1crosoft Windows 
profile folders, you might want to specify a path other than the default for the PAB. 
You might also change paths to select an existing PAB. 

Follow these steps to configure the PAB: 

1 If Outlook is open, choose Tools, E-Mail Accounts to start the E-Mail Accounts 
Wizard. If Outlook is not open, right-click t he Outlook icon on the desktop, 
choose Properties, and then click E-Mail Accounts. 

2 Select View Or Change Existing Directories Or Address Books and click Next. 

3 Select Personal Address Book and click Change to display the Personal Address 
Book dialog box, shown in Figure 5-6. 

4 To change the name of the address book that appears in Outlook, type the 
name you want to use in the Name box on the Personal Address Book tab. 

5 In the Path box, type a path name or click Browse to specify the path to the 
PAB file . 
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P~: IC:\Dorumentsanc!Settngs~ya.'/M.W21(Pf ~ 

r
Show nome<by - -
t:" Fnt name (Jol'n Smith) 
r last name (Smith, Jol'n) 

OK Cancel I ~ I Help 

Figure 5-6. The Personal Address Book dialog box offers several 
configuration choices. 

6 Choose one of the Show Names By options to specify how you want the 
names displayed in the PAB. 

7 On the Notes tab of the dialog box, add optional notes to be stored with the 
PAB. These notes are visible only in the Personal Address Book dialog box. 

Removing Contacts Folders from the OAB 

In most cases, you'll want all your contacts folders to appear in the Outlook Address 
Book. If you have several contacts folders, however, you might prefer to limit how many 
folders appear in the OAB. Or you might simply want to restrict the folders to ensure 
that specific addresses are used. 

You can set the folder's properties to determine whether it appears in the OAB by fol­
lowing these steps: 

1 Open Outlook and open the folders list. Then right-click the contacts folder 
in question and choose Properties. 

2 Click the Outlook Address Book tab and clear the Show This Folder As An 
E-Mail Address Book option to prevent the folder from appearing in the OAB. 

3 Change the folder name if necessary and then click OK. 

Setting Other Addressing Options 

You can configure other addressing options to determine which address book Out­
look displays by default for selecting addresses, which address book is used by default 
for storing new addresses, and the order in which address books are processed when 
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Outlook checks names for sending messages. The following sections explain these 
options in detail. 

Selecting the Default Address Book for Lookup 

To suit your needs or preferences, you can have Outlook display a different address list 
by default. For example, for profiles that include Exchange Server accounts, Outlook 
displays the Global Address List by default. If you use the GAL only infrequently and 
primarily use your contacts folders for addressing, you might prefer to have Outlook 
show the OAB as the default address Jist rather than the GAL. Or you migh t want to 
display a filtered address list other than the GAL on the server. 

Follow these steps to specify the default address list 

1 In Outlook, choose Tools, Address Book or click the Address Book icon on 
the toolbar. Outlook displays the Address Book window (see Figure 5-7). 

f' Address Book -

I'M Edot VIew Tools 

ol~l~l xl }1] !!I ~ 

INeme 

Admlrlstrator 

-l!olldM> 
lwyfoert 
Ana< Abbar 
Anne Poper 
BaQheera White 
Barrett Holly 
8«11 Sfvetbetq 
8rlan FlefJwla 

jGiobal Adchss Ust The default address list 

I BuM&<< Phone j Office 

Figure 5-7. You can specify the default address list in the Address Book 
window. 

2 Choose Tools, Options. 

J In the Addressing dialog box, select the default address list from the Show 
This Address List First drop-down list. 

4 Click OK. 

Specifying the Default Address Book for New Entries 

You can choose which address book you want to use for personal addresses. Although 
you can't store these addresses in the GAL or other server address books, you can store 
them in either your OAB or PAB. When you create a new address in the New Entry dia­
log box, Outlook suggests storing the entry in the address book you have chosen as the 
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default If you want to store a particular address in a different address book, you can do 
so by clicking the In The option and selecting the address book from the drop-down 
list (see Figure S-8). 

note The OAB is the default location for storing personal addresses because the profile will 
not include a PAB unless you add one. Keep in mind, however, that you don't actually 
store addresses in the OAB itself. Rather, you store addresses in your Contacts folder, 
which appears as your OAB. 

Ne"" fntry . -

[:
"'* INs ontry 

~ In the jcontaets 

r '" tt.. ,,~ oniv 

Figure 5-8. Use the New Entry dialog box to determine where to store addresses. 

Follow these steps to specify the default location for storing new personal addresses: 

1 Open the Address Book window and choose Tools, Options. 

2 Select the default address location for personal addresses from the Keep 
Personal Address In drop-down list. 

3 Click OK. 

Specifying How Names Are Checked 

When you create a message, you can specify the recipient's name rather than specifying 
the address. Rather than typing jimb@domain.tld, for example, you might type Jim 
Boyce and let Outlook convert the name to an address for you. This saves you the time 
of opening the address book to look for the entry if you know the name under which 
it's stored. 

When you click Send to process the message, Outlook checks the address book(s) to 
determine the correct address based on the name you entered. Outlook checks names 
from multiple address books if they are defmed in the current profile. For example, 
Outlook might process the address through the GAL first, then through your OAB, and 
then through the PAB (assuming that all three are in the profile). If Outlook finds a 
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match, it replaces the name in the message with the appropriate address. If it doesn't 
find a maLch or finds more than one, it displays the Check Names dialog box, shown in 
Figure S-9, where you can select the correct address, create a new one, or open the 
address book to display more names and then select an address. 

Check ~dnlC< ~· 

Concel 

Help 

Wculd ycu 11-.e to: 

r Cteate 4 new address for "Plrry Borr"? 

r. Chonvoto -----

Figure 5-9. The Check Names dialog box helps you resolve address problems before 
you send a message. 

Why change the order in which Outlook checks your address books? If most of your 
addresses are stored in an address book other than the one Outlook is currently check­
ing first, changing the order can speed up name checking, particularly if the address 
book contains a lot of entries. 

Here's how to change address book order: 

1 In Outlook, open the Address Book window and choose Tools, Options. 

2 Click the up and down arrow buttons that appear with the When Send ing 
Mail list to rearrange the address book order in the list. 

3 Click OK to close the dialog box. 

Managing Contads in the 
Personal Address Book 

You can add entries for people and their corresponding addresses either in your contacts 
folders or in the PAB. You can add the address when you're creating a message, or you 
can work directly in the address book without opening or starting a message. This sec­
tion of the chapter explains how to create address book entries in the PAB. 

To learn how to create contact entries In your contacts folders, see "Creating a Contact Entry," 
page 383. 
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Creating Address Book Entries 

To create an entry while you're composing a message, click the To, Cc, or Bee button 
beside the corresponding box in the message form to display the Select Names dialog 
box (see Figure 5-10). Then click New to display the New Entry dialog box. You can 
also open the New Entry dialog box directly from the PAB. To do this, open the address 
book and click the New Entry button on the tool bar or choose File, New Entry. 

Show-rrOitl the: jGiobel Adchss u.t 
,........-=--

.~N-~-~· ~~ 
~I 

..!.I 
·J ~I 

~ 

Chck to create new addresses 

Figure 5-1 0. The Select Names dialog box leads you to the New Entry dialog box. 

In the New Entry dialog box, select the type of address you want to create and click 
OK. The resulting dialog box depends on the type of address you selected. Figure 5-l l 
on the next page shows the dialog box for an Internet address. 

note If you don't have the PAB set as the default location for new addresses. you won't be 
able to select an address type. You can change the default address location, create the 
entnes, and then change the default location back if necessary. 

Most of the address fields on Figure 5-11, such as name and phone number, are self­
explanatory. After you enter the basic information, you can also set options for Internet 
address types that define how Outlook should send the message. On the SMTP-General 
tab, dick Send Options to display the Send Options For This Recipient Properties dia­
log box shown in Figure 5-12 on the next page. Select I Want To Specify The Format 
For Messages To This Recipient, and then set options from the following list: 

• MIME. Select this option to send the message using MIME. This is the 
default option and should work for most recipients. 

• Plain Text. Select this option to always send the message body as plain text. 

131 
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• Include Both Plain Text And HTML. Select this option to send the message 
body as both plain text and HTML. 

e HMTL. Select this option to send the message body using only HTML. 

e Plain Text/UUEncode. Select this option to send the message using plain 
text and encoding for attachments rather than Mll\!1E. 

e BINHEX. Select this option to use BINHEX for Macintosh attachments. 

New Jntc·rnet Address Properltes ;z 

Figure 5-11. Use the New Internet Address Properties dialog box to enter information 
and set the format for a new Internet address. 
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Figure 5-12. You can select sending options for Internet addresses. 

Facebook's Exhibit No. 1003 
Page 184



Chapter 5 : Managing Address Books and Distribution Lists 

Modifying Addresses 
You can modify any addresses stored in your own address books, as well as in the address 
books of other users for which you have the appropr iate access. You can modify an ad­
dress while working with a form or while working directly in the address book. If 
you're using a message form, click the To, Cc, or Bee button. Select the address you 
want to change and click Properties.lfyou're working in the address book instead, select 
the address and click Properties on the toolbar. Choose File, Properties or right-click 
the address and choose Properties. Outlook displays the same form you used to create 
the message. Make the changes you want and click OK. 

Removing Addresses 

Removing a contact from the PAB is much easier than creating one. Open the address 
book, select the address you want to delete, and click the Delete button on the toolbar 
or press the Delete key. 

Finding People i_n the Address Book 
If your address book contains a lot of addresses, as might be the case in a very large 
organization, it can be a chore to locate an address if you don't use it often. Outlook 
provides search capability in the address book to overcome that problem, making it 
relatively easy to locate addresses based on several criteria. 

Follow these steps to locate an address in any address book: 

1 Click the Address Book button on the toolbar to open the address book. 

2 In the Show Names drop-down list, select the address book you want to 
search. 

3 Click the Find Items button on the toolbar or choose Tools, Find to display 
the Find dialog box, shown in Figure 5-13 (for Exchange Server address lists) 
or Figure 5-14 (for the OAB and PAB) on the next page. 

4 If you're searching an address list on the Exchange Server, decide what criteria 
you want to use and enter data in the fields to define the search. If you're 
searching an OAB or your PAB, specify the text to search for, which must be 
contained in the contact's name. 

5 Click OK to perform the search. 
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Find _:::....· 

Display name: 

Flrst nome: 

Title: 

C~y: 

Office> 

Qy: 

OK Cahcel I 
Figure 5-13. Use the Find dialog box to locate people in the address book. 

Find -

Generol j 

OK Cancel j "l'P!JI j H'oip 

Figure 5-14. The Find dialog box offers only a single search field for OAB 
and PAB searches. 

When you click OK, Outlook performs a search in the selected address book based on 
your search criteria and displays the results in the Address Book window. You can revert 
to the full address book list by selecting the address book from the Show Names d rop­
down list. Select Search Results from the Show Names drop-down list to view the results 
of the last search. 

tip Use a directory service 

In addition to searching your address books, you also can search a directory service 

for information about contacts. A directory service is a server that answers queries 
about data (typically contact information) stored on the server. For detailed information 
on setting up and using directory services In Outlook, see "Configuring a Directory 
Service Account in Outlook," page 422. 
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Using Distribution Lists 
If you often send messages to groups of people, adding all their addresses to a message 
one at a time can be a real chore, particularly if you're sending the message to a lot of 
recipients. As in other e-mail applications, distribution lists in Outlook help simplify 
the process, allowing you to send a message to a single address and have it broadcast to 
all recipients in the group. Rather than addressing a message to each individual user in 
the sales department, for example, you could address it to the sales distribution group. 
Outlook (or Exchange Server) takes care of sending the message to all the members of 
the group. 

You can create distribution lists in either the OAB or your PAB. You also can use distri­
bution lists that reside in the Exchange Server address lists, although you can't create 
distribution lists in the GAL or other Exchange Server address lists-only the Exchange 
Server system administrator can create the distribution lists on the server. However, 
you can modify distribution lists on the Exchange Server if you're designated as the 
owner of the list. 

For a discussion of server-side distribution lists and how to create them, see "Creating Distri­
bution Groups," page 772. 

Creating Distribution Lists 
Setting up a distribution list in your PAB or OAB is a relatively simple procedure. You 
can create a distribution list using addresses from multiple address books, which means, 
for example, that you might include addresses from the GAL on the Exchange Server as 
well as personal addresses stored in your Contacts folder and PAB. You can also include 
addresses of different types (for example, Exchange Server addresses, Internet addresses, 
and X.400 addresses). In general, it's easiest to set up a distribution list if all the addresses 
that will be included already exist, but you can enter addresses on the fly if needed. 

Follow these steps to create a distribution list: 

1 Open the address book. 

2 Click the New Entry button or choose File, New Entry. 

J In the drop-down list, select the address book in which you want to store the 
distribution list. 

4 In the Select The Entry Type list, select Personal Distribution List or New 
Distribut ion List (the option that is displayed varies according to address 
book type), and then click OK. 

5 If you are creating the distribution list in the PAB, Outlook displays the dialog 
box shown in Figure 5-15 on the next page. If you are creating the distribu­
tion list in one of your contacts folders, you'll see a dialog box that is some­
what different, as shown in Figure 5-16. 
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Figure 5-15. Use the Distribution List tab to set up a PAB distribution list. 
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Figure 5-16. Use the Distribution List dialog box for an OAB distribution list. 

6 In the Name box, specify a name for the list. This is the distribution list name 
that will appear in your address book. 

7 For a PAB distribution list, click Add/Remove Members. For an OAB list, 
click Select Members. Either action opens the Select Members dialog box 
(see Figure 5-17). 

8 Add members as needed, or click Add New in the Distribution List dia log 
box to enter new addresses if the addresses don't already exist in one of your 
address books. Click OK when you've finished adding members to the list. 

9 Set other options as needed for the distribution list- for example, you can 
assign categories to the list. 

10 For a PAB list, click OK on the Distribution List tab; for an OAB list, click Save 
And Close in the Distribution List dialog box. 
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Figure 5-17. Add members to the distribution list by using the Select 
Members dialog box. 

note You can't assign categories to a personal distribution group created in the PAB. 
However, you can a~~ign certain other per-recipient properties depending on the 
address type for PAB entries. 

Distribution lists appear in the address book with a group icon and a boldface name to 
differentiate them from individual addresses (see Figure 5-18). 
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Figure 5-18. Outlook differentiates between addresses and distribution lists in the 
address book. 

Facebook's Exhibit No. 1003 
Page 189



Part 2: Messaging 

Creating a Contacts Distribution List 

You can use the procedure just described to create a distribution list in your Contacts 
folder using addresses from the Contacts folder, your PAB, or address lists on Exchange 
Server. You also can create distribution lists within the Contacts folder rather than cre­
ating them through the address book. 

To do so, open the Contacts folder, right-click any area of the folder other than a contact 
entry, and choose New Distribution List. Alternatively, with the Contacts folder open, 
click New, Distribution List on the toolbar or choose File, New, Distribution List. Any 
of these actions opens the Distribution List dialog box. Then continue by following the 
procedure described in the previous section. 

note In a contacts folder, distribution lists look just like addresses, although Outlook displays 
a distribution list in the address list with a group icon and with the distribution list 
name in bold. 

Modifying a Distribution List 

Your distribution lists will probably be dynamic rather than static, meaning you'll 
need to add or remove names. To modify the contents of a list, locate the distribution 
list in the address book or in your Contacts folder, open the list, and then use the 
Select Members button (for an OAB list) or the Add/Remove Members button (for a 
PAB list). 

Renaming a Distribution List 

You can change the name of a distribution list any time after you create it to reflect 
changes in the way you use the list, to correct spelling, or for any other reason. To 
rename a distribution list, locate the list in the address book, open it, and then change 
the name in the Name box. Close the distribution list to apply the change. 

Deleting a Distribution List 

You can delete a distribution list the same way you delete an address. Locate the distri­
bution list in the address book or contacts folder, select it, and then click the Delete 
button on the toolbar or press Delete. Alternatively, you can right-dick the list and 
choose Delete from its shortcut menu. 

note Deleting a distribution list doesn't delete the addresses associated with the list. 
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Hiding Addresses When Using a Distribution List 
If you include a distribution Jist in the To or Cc box of a message, all the recipients of 
your message-whether members of the distribution list or not-can see the addresses 
of individuals in the list. Outlook doesn't retain the list name in the address field of the 
message but instead replaces it with the actual addresses from the list. 

In some cases, the members of a distribution list might not want to have their addresses 
made public, even to other members of the list. In these situations, address the message 
using the Bee box rather than the To or Cc box. To display the Bee box in the message 
form, click the arrow beside Options on the toolbar and choose Bee. Then enter in the 
Bee box all addresses and distribution lists that should remain hidden. 

Using Distribution Lists on a Server 
You can use distribution lists on the Exchange Server-which are set up by the system 
administrator-the same way you use local distribution lists to simplify broadcasting 
messages to multiple recipients. (As mentioned earlier, you can't create distribution 
lists in the GAL or other Exchange Server address lists from Outlook, although you can 
modify such a list if you are designated as the list owner.) 

You can use a server-side distribution list the same way you use a local distribution list. 
Select the list from the appropriate address list on the server. The List name will be con­
verted to addresses when you send the message, just as a local distribution list is. 

Differences Between Exchange Server 5.5 
and Exchange 2000 Server 

Distribution lists in Exchange 2000 Server are different from those in Exchange Server 
5.5. Exchange Server 5.5 uses a dedicated directory structure and a distribution list 
object that is separate from security groups. Exchange 2000 Server uses the Active 
Directory and automatically uses security groups as distribution lists. With Windows 
2000, you can also create distribution groups that function solely for the purpose of 
e-mail distribution (the equivalent of Exchange Server 5.5 distribution lists). Distribu­
tion groups in Windows 2000 cannot be used as security groups. 

Chapter 31 , "Exchange Server Overview and Setup," offers more information. For more 
information on Exchange 2000 Server, refer to Microsoft Exch;mge 2000 Server Administrator's 
Companion (Microsoft Press, 2000). 

Facebook's Exhibit No. 1003 
Page 191



Part 2: Messaging 

Modifying a Server-Side Distribution List 

If you are the designated manager of a distribution list on the Exchange Server, you can 
modify (but not create) the list through Outlook. To make changes, first open the ad­
dress book and double-dick the list. You will see a dialog box similar to the Marketing 
Properties dialog box shown in figure 5-19. 
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Click to add or 
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Figure 5-19. Modify a server-side distribution list by using the General tab. 

The three tabs of this dialog box allow you to view information about the selected list 
and its individual members: 

• General. This tab displays general read-only information about the list, 
such as display name, alias, and owner. 

e Member Of. This tab lists the other distribution groups of which the 
selected list is a member. 

e E-Mail Addresses. This tab shows the e-mail addresses for the selected dis­
tribution list in ail its available formats (SMTP and X.400, for example). 

To modify the distribution list, click Modify Members on the General tab of the dialog 
box. You can add and remove members in the resulting Distribution List Membership 
dialog box. 

tip Use the arrow buttons in the lower right corner of the dialog box's General tab to 
display the next and previous items in the address book. 
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note In Exchange 2000 Server, you don't grant ownership of a distribution group as you do 
over other objects such as f iles or folders. Rather, the user or group designated as the 

manager for the distribution group is considered the owner for the purposes of allow­
Ing modifications. You specify the manager on the Managed By tab of the group's 
dialog box in the Active Directory Users And Computers console. 

Adding a Distribution list to a Local Address Book 

If you prefer working through your local address books rather than tihe server address 
lists, you might want to add a server-side distribution list to your local address books. 
You can easily do so through the address book or the list's dialog box. Open the address 
book, locate the distribution list, and choose File, Add To Personal Address Book. If 
you have the list's dialog box open, click Personal Address Book on the Distribution 
List tab to add the list to the address book. Outlook adds the distribution list to which­
ever local address book is defined as the default location for personal addresses. (Choose 
Tools, Options in the address book if you want to redefine the default.) 

If you add a server-side distribution list to a PAB, Outlook doesn't prompt for any ad­
ditional information; it merely adds the list to Lht: PAB. If you add the list to a contacts 
folder in the OAB, however, Outlook displays a form for the list that you can use to 
modify the group, assign categories, or mark it as private (see Figure 5-20). Make any 
changes as needed and click Save And Close. 
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Figure 5-20. You can select various options for lists you store in the OAB. 
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Automatically Adding Addresses 
to the Address Book 

When you receive a message from a sender whose address you want to save in your 
local address books, you can add the address manually. Outlook also provides an 
easier method, however. With the message open, double-dick the sender's address on 
the InfoBar. In the Properties dialog box, click Personal Address Book. Outlook adds 
the address to whichever local address book is specified as the default location for 
personal addresses. (Choose Tools, Options in the address book if you want to 
change this default.) If the dialog box doesn't offer a Personal Address Book button, 
right-click the address on the InfoBar and choose Add To Contacts instead to add the 
address to your Contacts folder. 

Sharing Address Books 
All users can view address lists on the Exchange Server, subject to how permissions are 
configured on the address lists. In effect, this means that all users can share a common 
address Jist through the server. 

tip Provide dynamic sharing 

You can share individual addresses with others by attaching the contact entries to an 
e-mail message and sending the message to all users who need the contact information. 
The recipients can then add the contact data to their own contacts folders. However, 
provid1ng a dynamic means of sharing is much more efficient and effective, as explained 
in this section of the chapter. 

You also can share your own address books, if needed. For example, you might have 
created an address book to store addresses for a specific project. Rather than have 
everyone who needs access to those addresses copy them to their own address books, 
you can manage the file yourself to keep it up-to-date and allow others to access it. 
This ensures that everyone will be using the current set of addresses. 

How you share an address list depends on where the addresses are located. If they're 
located on the Exchange Server, you can share the folder to give others access to it. For 
local address books, the easiest solution is to use Net Folders, which means you can 
share an Outlook folder across the Internet or an intranet. 

You can also make your data available by delegating access to your folders. For detailed infor­
mation, see "Granting Access to Folders," page 687. 
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Sharing Contacts Through a Public Folder 
If all the users who need to access the shared address book use Exchange Server, the 
easiest solution is to create a folder on the server and configure it to allow other users 
to access it. This method offers the benefit of providing access to remote users as well 
as local users. 

note It's possible for remote users to access a shared personal address book file. However, 
the network must provide remote access, and the computer or share where the address 
book file is located must be available to remote users. 

Use the foiJowing method to share a folder containing contact information on the server: 

1 Open the Public Folders branch and select All Public Folders. 

:Z In Outlook, choose Hie, Folder, New Folder or right-click All Public Folders 
and choose New Folder. 

3 In the Create New Folder dialog box (see Figure 5-21), type a name for the 
new folder in the Name box. 
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~s..wort 
~TMt 
~T.-..rdo 

-l'f"'•'""""""'.o-1 

a: c.nce1 1 

Figure 5-21 . Use the Create New Folder dialog box to identify the folders. 

4 Choose Contact Items from the Folder Contains drop-down list and click OK 
to create the folder as a root public folder. 
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note You can create root-level public fo lders o nly if you've been given t hat right by the 
Exchange Server administrator. 

5 Right-click the folder you just created and choose Properties, and then click 
Permissions to display the Permissions tab (see Figure 5-22). 
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Figure 5-22. Use t he Permissions tab to configure access to a public folder. 

G Configure the permissions based on the following explanation, and then cl ick OK. 

On the Permissjons tab, you can specify the types of access that other users will have to 
the folder. lnitially, in the Name box, the Default permission is set to None, making the 
folder visible but allowing no other access. When Anonymous is set to Contributor, all 
other users can create and read items in the folder, allowing them to create new contact 
entries and edit only those items they own (the ones they create). 

You can configure permissions to grant individual users specific types of access. To do 
so, click Add, add the user, and then specify permissions as needed. However, you can 
use the Default and Anonymous settings to control access by most users and add indi­
vidual users onlly if they need permissions that are more or less reStrictive than those 
defined by Default and Anonymous. 

Outlook gives you other ways to control permissions as well. For example, you can 
control the ability to edit and delete items separately from the ability to create items. 
You configme these permissions depending on what actions you want other users to be 
able to perform in the folder. You also can configure groups of permissions by using 
the Permission Level drop-down list or by specifyjng them individually. 

For a detailed discussion of creating and using public folders, see Chapter 34, "Sharing Infor­
mation with Others." 
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Using Internet Mail 

Not too many years ago, a person with an Internet e-mail 
address was the exception rather than the rule. Today, however, 
it seems as though everyone is using Internet e-mail. So it's a 
pretty good bet you'U want to use Microsoft Outlook to 
send and receive messages through at least one Internet 
e-mail account. 

This chapter focuses on setting up both your operating system 
and Outlook to access Internet mail servers and accounts. For 
example, because Internet mail requires that your system use 
the TCP/IP protocol to connect to the Internet, this chapter 
explains how to add and configure TCP/IP on each of the 
Microsoft Windows operating systems (excluding Windows 3.x 
and Microsoft Windows NT 3.x). 

In addition to configuring TCP/IP, you must configure a con­
nection to the Internet. If your computer has a direct connec­
tion to the Internet-through a cable modem, DSL, or a local 
area network, for example-you can simply set up Outlook to 
include your Internet e-mail accounts. If your computer 
doesn't have a direct connection, you need to create a dial-up 
Internet connection. This chapter explains how. 

The chapter also covers topics related to sending and receiving 
Internet e-mail. You'll learn how to create Internet e-mail ac­
counts, use multiple accounts, and work with e-mail accounts 
for services such as Hotmail and CompuServe. You'll also learn 
how to ensure that your messages are available from different 
locations, what to do if your e-maiJ service won't accept out­
going mail from your dial-up location, and how to view full 
message headers in Internet e-mail. 

Setting up TCP/IP isn't difficult, but before you start, you need 
to understand some background. The followi11g section isn't 
intended to be a comprehensive guide to TCP/IP, but it does 
provide you with an overview and the information necessary 
to get up to speed with TCP/IP. 
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Sending and 
Receiving Messages 

Of all the features in Microsoft Outlook, messaging is prob­
ably the most frequently used. Even if you use Outlook prima­
rily for contact management or scheduling, chances are good 
that you also rely heavily on Outlook's e-mail and other mes­
saging capabilities. Because many of Outlook's key features 
make extensive use of messaging for workgroup collaboration 
and scheduling, understanding messaging is critical to using 
the program effectively. 

This chapter provides an in-depth look at a wide range of top­
ics related to sending and receiving messages with Outlook. 
You'll learn the fundamentals-working with message forms, 
addressing, replying, and forwarding- but you'll also explore 
other, more advanced topics. For example, this chapter ex­
plains how to control when your messages are sent, how to 
save a copy of sent messages in specific folders, and how to 
work with attachments. 

You'll discover how to add more than just plain text to your 
messages by working with graphics, hyperlinks, flies, attach­
ments, and electronic business cards. As this chapter explains, 
you can also spruce up your messages by using stationery, which 
allows you to assign a theme to your messages. Outlook pro­
vides a choice of stationety--or you can create your own. You'll also 
learn how to automatically attach a text signature or an elec­
tronic business card to each message you send. 

Working with Messages 
This section of the chapter offers a primer to bring you up to 
speed with Outlook's basic messaging capabilities. It focuses 
on topics that relate to all types of e-mail accounts. The Inbox 
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is the place to start learning about Outlook, so fire up the program and open the Inbox 
folder. The next section explains how to work with message forms. 

If you haven't added e-mail accounts to your profile, see the appropriate chapter for details. 
Chapter 6, " Using Internet Mail," explains how to configure POP3, IMAP, and HTTP accounts: 
Chapter 32, "Configuring the Exchange Server Client," explains how to configure the 
Microsoft Exchange Server client. 

Opening a Standard Message Form 
You can begin a new message in Outlook using any one of these methods: 

e Choose File, New, Mail Message. 

e With the Tnbox open, click New on the message form toolbar. 

e Click the down arrow beside Lhe New button on the message form toolbar 
and choose Mail Message. 

• With the Inbox open, press Ctri+N. 

Outlook uses Microsoft Word as the default e-mail editor. When you begin a new mes­
sage, Word starts and displays the Untitled Message form shown in Figure 7-1. If you've 
chosen Outlook as your default message editor instead of Word, Outlook displays the 
message form shown in Figure 7-2. 

~Untitled Message- Microsoft Word ~ -
1 
1 ' 

I r ,. 
[!!I ~end AccountP IJ • Ill} fl., ! ~ .,.. j§ O~lo~. .. • P~ln Text 

IOOTo .. . 

mcc ... 

Subject: 

t'[aW­

Page I Sec I 1/l At ,. ln l Coil 

0 

» 
- -:::-:: 

Figure 7-1. You use this standard message form when Word is the default editor. 
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~Untitled- Messaqe(fllam reKt) _,,..,~ 

Figure 7-2. You use this standard message form when Outlook is the default editor. 

Configuring Your E-Mail Editor and Viewer 
You can specify the application you want to use for creating, editing, and viewing mes­
sages. To locate these settings, choose Tools, Options and dick the Mail Format tab. 
By default, Outlook uses Microsoft Word as the e-mail editor for creating and editing 
messages. If you prefer, however, you can use Outlook as your editor. It takes slightly 
longer to begin composing a message when Word is the editor, because Outlook must 
start Word if it is not already running. If you work primarily with plain-text messages 
and don't use text formatting or graphics in messages, using Outlook as your default 
e-mail editor will speed up the process. You can also specify whether to use Word or 
Outlook for reading rich-text messages. 

For an explanation of Plain Text and Rich Text formats, see "Formatting Text in Messages," 
page 202. 

On the Mail Format tab of the Options dialog box, you can adjust the following settings: 

e Use Microsoft Word To Edit E-Mail Messages. Select this option to specify 
Word as the default e-mail editor. Clear the option to use Outlook as the 
editor. 

e Use Microsoft Word To Read Rich Text E-Mail Messages. Select this 
option to use Word to read rich-text messages. Clear the option to use 
Outlook instead. 
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Addressing Messages 
Outlook's address books make it easy to address messages. When you want to send a 
message to someone whose address is stored in one of your local address books or in 
an address list on the server, you can click in the To box on the message form and type 
the recipient's name- you don't have to enter the entire address. When you send the 
message, Outlook checks the name, Locates the correct address, and adds it to the mes­
sage. If multiple addresses match the name you specify, Outlook shows all the matches 
and prompts you to select the appropriate one. If you want to send a message to some­
one whose address isn't in any of your address books, you need to type the full address 
in the To box. Alternatively, you can open a personal address book, add the address so 
that it will be available in the future, and then select it from tl1ere. 

For more Information about Outlook address books, see Chapter 5, "Managing Address Books 
and Distribution lists." 

t ip Outlook can check the names and addresses of message recipients before you send 
the message. Enter the names in the To box and click the Check Names button on the 
message form toolbar to perform this action. 

To open the address book (see Figure 7-3), click an Address Book icon beside an ad­
dress box on the message form. Outlook opens the Select Names dialog box, which you 
can use to address the message. 

Select Ndmt>o; _ ·;..~ 

'Global Address lJst 
~,.--.....,.,. 

Type N~ or Select from List: 

jNarne 
Adl'l1fnlstrator 
Amle Baldwin 

Mes~ege P,eclplents 

To -> JIAroie Baldwin; Elruce Oberg 

Anne Paper ._ _ ___.,

1 Bruce Oberg Cc ·> _ 
Nli<D ()oJsu ··--·lj: @~:~Yerboott • ~ _B<_c-_>_.1, m----· .!l ' 
NeW .. , Properties I Find .. , j S"end Optioru; ... j 

OK I Cencel J Help j 

Figure 7-3. In the Select Names dialog box, you can select addresses from the 
address book. 
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Follow these steps to select addresses in this dialog box and add them to your message: 

1 In the Show Names From The drop-down list, select the address list you want 
to view. 

2 Select a name from the list, and click To, Cc, or Bee to add the selected ad­
dress to the specified address box. 

J Continue this process to add more recipients if necessary. Click OK when 
you're satisfied with the list. 

tip You can include multiple recipient s in each address box on the message form . If you' re 
typing the addresses yourself, separate them with a semicolon. 

Including Carbon Copies and Blind Carbon Copies 
You can direct a single message to multiple recipients either by including multiple ad­
dresses in the To box on the message form or by using the Cc (Carbon Copy) and Bee 
(Blind Carbon Copy) boxes. The Cc box appears by default on message forms, but the 
Bee box does not. To display the Bee box, click the down arrow beside Options on the 
message form toolbar and choose Bee. You use the Cc and Bee boxes the same way you 
use the To box: type a name or address in the box, or click the Address Book icon be­
side the box to open the address book. 

tip Hide addresses when necessary 

The names contained in the To and Cc boxes of your message are visible to all recipi­
ents of t he message. If you' re using a dist ribution list, Outlook converts the names on 
the list t o individual addresses, exposing those addresses to the recipients . If you want 
to hide the names of one or more recipients or don't want distribution lists exposed, 

place those names in the Bee box. 

Using Word to Compose Messages 
Using Word as the default e-mail editor means you can take advantage of all Word's 
formatting, graphics, and other capabilities to create rich-text, multimedia messages. 
For example, you can use character and paragraph formatting, bulleted lists, automatic 
numbered lists, animated text, graphics, and other Word features to create dynamic 
messages (see Figure 7-4 on the next page). If Outlook is set up to use Word as your 
default editor, simply open a new message form and begin creating the message, using 
any Word features you need. 
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Figure 7-4. With Word as your editor, you have additional options for creating 
rich-text messages. 

For information on specifying Word as the default e-mail editor, see the sidebar " Configuring 
Your E-Mail Editor and Viewer," page 175. 

You can also create messages when you start Word outside Outlook: 

1 With Word open, create the message in the body of the document. 

2 Choose File, Send To, Mail Recipient Word displays a message form with To, 
Cc, and Subject boxes. 

3 Address the message and click Send when the message is complete. 

Troubleshooting 
The e-mail headers won't go away in Word. 

When you're working in Word and you choose File, Send To, Mail Recipient, Word 
displays an e-mail toolbar with From, To, Cc, Bee, and Subject headers. This lets you 
address a message and send the current document as the body of the message. If you 
decide not to send the message after all and want to continue editing the document, 
you could make the headers go away by shutting down Word, restarting, and reopen­
ing the document. But there Is a much easier way: just choose File, Send To, Mail Re­
cipient again. This command acts like a toggle to turn the e-mail toolbar on and off. 
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Specifying Message Priority and Sensitivity 
By default, new messages that you create in either Outlook or Word have their priority 
set to Normal. You might want to change the priority to High for important or time­
sensitive messages or to Low for nonwork mail or other messages that have relatively 
less importance. OutJook displays an icon in the Importance column of the recipient's 
Inbox to indicate High or Low priority. (For messages with Normal priority, no icon 
is displayed. ) 

The ea iest way to set message priority is by using the toolbar in the message form . Click 
the I Iigh Priority button (which has an exclamation mark icon) to specify High priority. 
Click the Low Priority button (which has a down arrow icon) to specify Low priority. To 
set the p riority back to Normal, click the selected priority again to remove the highlight 
around the button (see Figure 7-5). You can also click Options on the toolbar and set the 
message priority in Lhe Message Options dialog box. In the Message Setti ngs section of 
the dialog box, choose the priority level from the Importance drop-down list. 

f'1!nnet Ioois l!ctiOnS ~ 

e. ~ 1!1 m [IJ ~ ,. 13~··· ® .. ... ,. 

~1e, 1~'s urgen~ ~ha~ you concact Joe regard1ng th~ searus ~ 

ot the con~rac~s. We need to have them completed and s1gned 
by Monday at ~he latest. 

Thank:!! - J1nl 

Figure 7-5. Outlook highlights the appropriate priority button to provide a visual indi­
cator of the message's priority. 

You also can specify a message·s sensitivity, choosing a Normal ( the default), Personal, 
Private, or Confidential sensitivity level. Setting sensitivity adds a tag to the message 
that displays the sensitivity level you've selected. This helps the recipient see at a glance 
how you want the message to be treated. To set sensitivity, click Options on the mes­
sage form toolbar and select the sensitivity level from the Sensitivity drop-down list. 

Saving a Message to Send Later 

Although you can create some messages in a matter of seconds, others can take consid­
erably longer-particular]y if you're using formatting or special features or if you're 
composing a lengthy message. If you're interrupted while composing a message, or if 
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you simply want to leave the message to finish later, you can save the message in your 
Drafts folder. Later, when you have time, you can reopen the message, complete it, and 
send it. Choose File, Save in the message f01m to have Outlook save the message to the 
Drafts folder (see Figure 7-6). When you're ready to work on the message again, open 
the Drafts folder and double-click the message to open it. 

To learn how to configure Outlook to automatically save a copy of messages you send, see 
"Saving Messages Automatica lly," page 198. 
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from: To: ~ 
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Figure 7-6. Messages in progress reside in the Drafts folder. 

tip You also can choose File, Save As to save a message as a Word document (or in an­
other document format) outside your Ou tlook folders. 

Setting Sending Options 
In the Advanced E-Mail Options dialog box (see Figure 7-7), you can configure various 
options that affect how Outlook sends e-mail messages. To open tllis dialog box, choose 
Tools, Options and click E-Mail Options on the Preferences tab. In the E-Mail Options 
dialog box, click Advanced E-Mail Options. 

For details on specifying which account is used to send a message, see "Sending Messages 
Using a Specific Account," page 168. 
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Figure 7-7. You can choose options for sending messages in the Advanced E-Mail Op­
tions dialog box. 

In the Advanced E-Mail Options dialog box, you can modify the following settings: 

• Set Importance. This option sets the default importance, or priority, level 
for all new messages. When you compose a message, you can override this 
setting by clicking the High Priority button or the Low Priority button on 
the toolbar in the message form or by clicking Options on the tool bar and 
setting the priority in the Message Options dialog box. The default setting 
is Normal. 

• Set Sensitivity. This option sets the defaull sensitivity level for all new mes­
sages. When you compose a message, yo u can override this setting by click­
ing Options on the toolbar and setting the sensitivity level in the Message 
Options dialog box. 

• Allow Comma As Address Separator. If this option is selected, you can use 
commas as well as semicolons in the To, Cc, and Bee boxes of a message 
form to separate addresses. 

e Automatic Name Checking. Select this option to have Outlook attempt to 
match names to e-mail addresses. Verified addresses a re underlined, and 
those for which Outlook finds multiple matches are underscored by a red 
wavy line. When multiple matches exist and you've used a particular ad­
dress before, Outlook underscores the name with a green dashed line to 
indicate that other choices are available. 
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• Delete Meeting Request From Inbox When Responding. Select tllis option 
to have Outlook delete a meeting request from your Inbox when you re­
spond to the request. If you accept the meeting, Outlook enters the meet­
ing in your calendar. Clear this check box if you want to retain the meeting 
request in your Inbox. 

e Suggest Names While Completing To, Cc, And Bee Fields. When this op­
tion is selected, Outlook completes addresses as you type them in the To, 
Cc, and Bee boxes of tl1e message form. Clear this check box to turn off this 
automatic completion. 

e Add Properties To Attachments To Enable Reply With Changes. When 
this option is selected, Outlook adds properties to the attached docu­
ments of outgoing messages that allow the recipient to reply to tl1e message 
with changes. 

Controlling When Messages Are Sent 
To specify when Outlook should send messages, choose Tools, Options and click Mail 
Setup to locate the following option: 

e Send Immediately When Connected. With this option selected, Outlook 
sends messages as soon as you click Send, provided Outlook is online. If 
Outlook is offline, the messages go into the Outbox until you process them 
with a send/receive operation (which is also what happens if you do not 
select this option). 

Requesting Delivery and Read Receipts 
Regardless of which e-mail editor you use, you can request a delivery receipt or a read 
receipt for any message. Both types of receipts are messages that are delivered back to 
you after you send your message. A delivery receipt indicates the date and time your 
message was delivered to the recipient's mail server. A read receipt indicates tl1e date 
and time the recipient opened the message. 

Specifying that you want a delivery receipt or a read receipt for a message doesn't guar­
antee that you're going to get one. The recipient's mail server or mail client might not 
support delivery and read receipts. The recipient might have configured his or her 
e-mail client to automatically reject requests for Teceipts, or the recipient mjght answer 
No when prompted to send a receipt. If you receive a receipt, it's a good indication that 
the message was delivered or rea<i If you don't receive a receipt, however, you can't as­
sume that the message wasn't delivered or read. A message receipt serves only as a posi­
tive notification, not a negative one. 

To request receipts for a message you're composing, click the Options button on the mes­
sage form toolbar to display the Message Options dialog box (see Figure 7-8). You'll find 
the delivery and read receipt options in the Voting And Tracking Options group. 
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Figure 7-8. Use the Message Options dialog box to request a delivery receipt, a read 
receipt, or both. 

Using Message Tracking and Receipts Options 

You can set options to determine how Outlook handJes delivery and read receipts by 
default. Choose Tools, Options and click E-Mail Options on the Preferences tab. In the 
E-Mail Options dialog box, click Tracking Options to display the Tracking Options dia­
log box, shown in Figure 7-9, where you'll find the options discussed in this section. 
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Figure 7-9. Process receipts and responses in the Tracking Options dialog box. 
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The following options control how Outlook requests read receipts and how the receipts 
are processed after they are received: 

e Process Requests And Responses On Arrival. Select this option to have 
Outlook process all message receipt requests and responses when they arrive. 

e Process Receipts On Arrival. Select this option to have Outlook generate 
received/read receipts when messages come in requesting them. Clear this 
check box to have Outlook prompt you for each receipt. 

• After Processing, Move Receipts To. Select this option to have Outlook 
move receipts from the Inbox to the specified folder. 

e For All Messages I Send, Request Read Receipt. Select this option to have 
Outlook request a read receipt for each message you send. When you com­
pose a message, you can override this setting; to do so, click the Options 
button on the message form toolbar. 

e For All Messages I Send, Request Delivery Receipt. Select this option to 
have Outlook request a delivery receipt for each message you send. (Note 
that this option is not available for messages that are sent through Internet 
e-mail accounts.) 

These three options in the Tracking Options dialog box let you control how Outlook 
responds to requests from others for read receipts on messages you receive, and apply 
to Internet Mail accounts only: 

e Always Send A Response. When this option is selected, Outlook always 
sends a read receipt to any senders who request one. Outlook generates the 
read receipt when you open the message. 

e Never Send A Response. Select this option to prevent Outlook from send­
ing read receipts to senders who request them. Outlook will not prompt 
you regarding receipts. 

e Ask Me Before Sending A Response. Selecting this option lets you control, 
on a message-by-message basis, whether Outlook sends read receipts. When 
you open a message for which the sender has requested a read receipt, 
Outlook prompts you to authorize the receipt. If you click Yes, Outlook 
generates and sends the receipt. If you click No, Outlook doesn't create or 
send a receipt. 

Sending a Message for Review 
If you compose a message from Word (that is, you started Word outside Outlook), you 
have the ability to send the message as a docwnent for review. You might use this feature 
if you're collaborating on a document with others or incorporating their comments into 
the final draft. Recipients can review the document and add comments, whicb they send 
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back to you. They also can incorporate the changes directly in the document, which lets 
them take advantage of Word .. s revision marks feature. To send a document for review, 
open the document in Word and choose File, Send To, Mail Recipient (For Review). 

note For more detailed Information on sending documents for rev1ew, see Microsoft 
Word Versron 2002 Inside Out, by Mary Millhollon and Katherine Murray 
(Mrcrosoft Press, 2001). 

Sending a Message as an Attachment 

If you compose a message using Word as the e-mail editor, you can send the message as 
an attachment rather than as the body of the message. For example, you might be work­
ing on a long document that you would prefer to send as an intact DOC file. If that's 
the case, with the document open in Word, choose File, Send To, Mail Recipient 
(As Attachment). 

Sending to a Routing Recipient 

Another option that's available when you use Word as your e-mail editor is routing a 
document to a group of users, either one at a time or all at the same time. For ex­
ample, you might need to send a document to three recipients for each person's approval. 
Or you might want to route a document to all the members of a group in a specific 
sequence, giving each member a chance to review both the document and the com­
ments of earlier reviewers. Routing slips allow you to accomplish either of these tasks. 

Follow these steps to use a routing slip: 

1 In Word, compose the message and choose File, Send To, Routing Recipient. 

2 Outlook displays a message indicating that another program (Word) is at­
tempting to access addresses you have stored in Outlook. When you click 
Yes to allow Word to read your addresses, the Routing Slip dialog box is dis­
played (see Figure 7-10 on the next page). 

3 Click Address and add the addresses of all recipients to whom you want to 
send the message. If you want the message to be routed to the recipients in 
sequence (the One After Another option at the bottom of the dialog box), 
select the addresses in the order in which you want the recipients to receive 
the message. 

tip If you prefer, you can add the addresses to the Routing Slip dialog box in any order. 
Then you can use the Move arrow buttons to change the routing order, as indicated in 
Figure 7-10. 
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Figure 7-10. Use the Routing Slip dialog box to route a message to 
multiple recipients. 

4 Specify the subject and the message text for the routing slip, and then select 

from the following options: 

• One After Another. Outlook sends the message only to the first recipi­
ent on the list. That recipient then uses the routing slip to route the 
message to the next person on the list. 

• All At Once. Outlook sends the message to all recipients on the rout­
ing list at the same time. 

• Return When Done. Outlook automatically returns the routed docu­
ment to you when the last recipient closes it. 

• Track Status. Outlook delivers an e-mail message to you each time a 
recipient sends the document to another person on the routing list. 

• Protect For. In the drop-down list, select Comments to allow recipients 
to insert comments but not to modify the document. Select Tracked 
Changes to turn on revision marks and allow recipients to insert 
changes using revision marks. Select Forms if you're routing a form 
that you want recipients to fill out, but you don't want them to modify 
the form itself. Select None if you don't want to track any changes. 

5 Click Add Slip to add the routing slip, and then click Send to send the 
document. 

note To learn more about sending documents using a routing slip, see Microsoft Word Ver­

sion 2002 Inside Out, by Mary Millhollon and Katherine Murray (Microsoft Press, 2001). 
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Replying to Messages 
When you reply to a message> Outlook sends your reply to the person who sent you the 
message. Replying to a message is simple: select tl1e message in the Inbax> and then click 
the Reply button on the Standard toolbar; choose Actions, Reply; or press Ctrl+R. 
Outlook opens a message form and, depending on how you have configured Outlook 
for replies, can also include the original message content in various formats. 

If the message to which you're replying was originally sent to multiple recipients and 
you want to send your reply to all of them, click Reply All; choose Actions, Reply To 
All; or press Ctrl+Shift+R. 

For more information about message replies, see " Using Other Reply and Forwarding 
Options, " page 188. 

tip Hide the recipients l ist 

When you use Reply All , Outlook places all the addresses in the To box. If you don't 
want the recipients list to be visible, use the Bee box to send blind carbon copies. To 
do this, click Reply All , highlight the addresses m the To box, and cut them. Then click 
in the Bee box and paste the addresses there. 

Forwarding Messages 
In addition to replying to a message, you can forward the message to one or more re­
cipients. To forward a message, select the message header in tl1e message folder (Inbox 
or other), and then click Forward on the message form toolbar; choose Actions, For­
ward; or press Ctrl+F. Outlook opens a new message form and either incorporates the 
original message in the body of the current one or attaches it to the new message. 

If you forward a single message, Outlook by default forwards the originaJ message in 
the body of your new message, and you can add your own comments. If you prefer, 
however, you can configure Outlook to forward messages as attachments rather than 
including them in the body of your messages. 

For information about options for forwarding, see " Using Other Reply and Forwarding Options," 
page 188. 

not e If you select multiple messages and click Forward, Outlook sends the messages as 
attachments rather than including them in the body of your message. 
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Using Other Reply and Forwarding Options 
You can change how Outlook handles and formats message replies and forwarded mes­
sages. These options reside in the E-Mail Options dialog box, shown in Figure 7-11. 
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Figure 7-11. You can set options for message replies and forwarded messages in the 
E-Mail Options dialog box. 

To open this dialog box, choose Tools, Options and click E-Mail Options on the Prefer­
ences tab. You can then view or set the following options: 

e Close Original Message On Reply Or Forward. Select this option to have 
Outlook dose the message form when you click Reply or Forward. Clear 
this option to have Outlook leave the message form open. If you frequently 
forward the same message with different comments to different recipients, 
it's useful to have Outlook leave the message open so that you don't have to 
open it again to perform the next forward. 

e When Replying To A Message. Use this drop-down list to specify how 
Outlook handles the origi11al message text when you reply to a message. 
You can choose to have Outlook generate a clean reply without the current 
message text, include the text without changes, or include but indent the 
te..'ct, for example. Note that you can either include the original message text 
in the body of your reply or add it to the message as an attachment. 

e When Forwarding A Message. Use this drop-down list to specify how Out­
look handles the original message text when you forward a message. You 
can, for example, include the message in the body of the forwarded mes­
sage or add it as an attachment. 
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• Prefix Each Line With. If you select Prefix Each Line Of The Original 
Message in the When Replying To A Message option or the When For­
warcling A Message option, you can use this box to specify the character 
Outlook uses to prefix each line of the original message in the body of the 
reply or the forwarded message. The default is an angle bracket (>) and a 
space, but you can use one or more characters of your choice. 

e Mark My Comments With. Select this option and enter a name or other 
text in the associated box. Outlook will add the specified text to mark your 
typed comments in the body of a message that you are replying to or for­
warding. This option has no effect if you're using Word as your e-mail editor, 
because Word uses revision marks for document annotation. 

For more details on replying to and forwarding messages, see "Replying to Messages" and 
"Forwarding Messages," page 187. 

Tr~ubleshooting 

You can 't forward a single message as an attachment. 

In Outlook 2002, you can send documents from other Mtcrosoft Office applications as 
attachments, and you can forward multiple messages in Outlook as attachments. How­
ever, sending a single message as an attachment rather than including it in the body 
of the message in Outlook requires either that you reconfigure Outlook's default be­
havior before forwarding the message or that you use a workaround. 

To change Outlook's default behavior so that it sends a single message as an attach­
ment when you forward it, choose Tools, Options, E-Mail Options. In the When For­
warding A M essage drop-down list , select Attach Original M essage and click OK. This 
setting now applies to all messages you forward , not just to the current one. 

If you want to override Out look's default behavior for the current message only, use 
one of these two workarounds. One method is to select two messages to forward and 
then, in the message form, delete the attached message that you don't want to in­
clude. A second method is to compose a new message and choose Insert, Item to in­
sert the message (or any other Outlook item). 
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Controlling Synchronization 
and Send/Receive Times 

Outlook uses send and receive groups (or send/receive groups) to control when messages 
are sent and received for specific e-mail accounts. You can also use send/receive groups 
to define the types of items that Outlook synchronizes. Synchronization is the process 
in which Outlook synchronizes the local copy of your folders with your message store 
on the E..-x:change Server. For example, assume that while you've been working offline 
you have created several new e-mail messages and scheduled a few events. You connect 
to the Exchange Server and perform a synchronization. Outlook uploads to your Ex­
change Server the changes you made locally and also downloads changes from the ser­
ver to your local store, such as downloading messages that have been delivered to your 
Inbox on the server. 

Send/receive groups allow you to be flexible in controlling which functions Outlook 
performs for synchronization. For example, you can set up a send/receive group for 
your Exchange Server account that synchronizes only your Inbox and not your other 
folders, for those times when you simply want a quick check of your mail. 

Send/receive groups also are handy for helping you manage different types of accounts. 
For example, if you integrate your personal and work e-mail into a single profile, you 
can use send/receive groups to control when each type of mail is processed. You might 
create one send/receive group for your personal accounts and another for your work 
accounts. You can also use send/receive groups to limit network traffic to certain times 
of the day. For example, if your organization limits Internet connectivity to specific 
times, you could use send/receive groups to schedule your Internet accounts to syn­
chronize during the allowed times. 

Think of send/receive groups as a way to collect various accounts into groups and as­
sign to each group specific send/receive and synchronization behavior. You can create 
multiple send/receive groups, and you can include the same account in multiple groups 
if needed. 

Setting Up Send/Receive Groups 
To set up or modify send/receive groups in Outlook, choose Tools, Send/Receive Settings, 
Define Send/Receive Groups. Outlook displays tl1e Send/Receive Groups dialog box, 
shown in Figure 7-12. By default, Outlook sets up one group named All Accounts and 
configures it to send and receive when online and offline. You can modify or remove that 
group, add others, and configure other send/receive behavior in the Send/Receive 
Groups dialog box. 
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Figure 7-12. You can specify send/receive actions in the Send/Receive Groups 
dialog box. 

When you select a group from the Group Name list, Outlook displays the associated 
settings in the Setting For Group area of the dialog box: 

e Include This Group In Send/Receive. Select this option to have Outlook 
process accounts in the selected group when you click Send/Receive on the 
message form toolbar or press F9. Outlook provides this option for both 
online and offline behavior. 

• Schedule An Automatic Send/Receive Every n Minutes. Select this option 
to have Outlook check the accounts in the selected group every n minutes. 
The default is 5 minutes. Outlook provides this option for both online and 
offline behavior. 

• Perform An Automatic Send/Receive When Exiting. Select this option to 
have Outlook process the accounts in the selected group when you exit 
Outlook from an online session. 

Creating New Groups 

Although you could modify the All Accounts group to process only selected accounts, 
it's better to create other groups as needed and leave All Accounts "as is" for those times 
when you do want to process all your e-mail accounts together. 

Follow these steps to create a new group: 

1 In Outlook, choose Tools, Send/Receive Settings, Define Send/Receive Groups. 

2 Click New, type the name for the group as you want it to appear on the 
Send/Receive submenu, and click OK. Outlook displays the Send/Receive 
Settings dialog box, shown in Figure 7-13 on the next page. 
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Figure 7 -13. You can configure account processing in the Send/Receive Settings 

dialog box. 

3 In the Accounts bar on the left, click the account you want to configure. By 
default, all accounts in the group are excluded from synchronization, indi­
cated by the red X on the account icon. 

4 Select the Include Account In This Send/Receive Group check box to activate 
the remaining options in the dialog box and to have the account included 
when you process messages for the selected group. 

5 In the Check Folders To Include In Send/Receive list, click the box beside each 
folder that you want Outlook to synchronize when processing this group. 

6 Select other settings, using the following list as a guide: 

Send Mail Items. Select this option to have Outlook send outgoing 
mail for this account when a send/receive action occurs for the group. 

• Receive Mail Items. Select this option to have Outlook retrieve In­
coming mail for this account when a send/receive action occurs for 
the group. 

• Make Folder Home Pages Available Offline. This option has Outlook 
cache folder home pages offline so that they are available to you 
any t ime. 

Synchronize Forms. Select this option to have Outlook synchronize 
changes to forms that have been made locally as well as changes that 
have been made on the server. 
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Download Offline Address Book. When this option 1s selected, Out­
look updates the offline address book when a send/receive action oc­
curs for the group. 

Get Folder Unread Count. For IMAP accounts only, you can select 
th1s option to have Outlook get the number of unread messages from 
the server. 

7 If you need to apply filters or message size limits, do so. Otherwise, click OK 
and then click Close to close the Send/Receive Groups dialog box. 

For information on how to apply filters or message size limits, see "Filteri ng Folders During 
Synchronization," below or " Limiting Message Size," page 195. 

Modifying Existing Groups 

You can modify existing send/receive groups in much the same way you create new ones. 
Choose Tools, Send/Receive Settings, Define Send/Receive Groups. Select the group you 
want to modify and click Edit. The settings you can modify are the same as those dis­
cussed in the preceding section. 

Filtering Folders During Synchronization 

Although you'll probably want to synchronize all items for each folder when you send 
and receive, you might occasionally want to filter a folder to process only items that 
meet certain criteria. For example, perhaps you want to download only incoming mes­
sages that have no attachments, because a large attachment in your Inbox is choking 
your Internet connection and preventing you from retrieving an important message. 

Outlook provides a means of filtering the send/receive process for each folder. When 
you sel a filter for a folder, the filter applies not just to the selected send/receive group 
but to that folder in all send/receive groups to which it belongs. In other words, the 
filter follows the folder, not the selected group. 

Follow these steps to filter a folder: 

1 Choose Tools, Send/Receive Settings, Define Send/Receive Groups. 

2 Select a group to modify and click Edit. 

3 From the Accounts bar, select the account containing the folder you want 
to filter. 

4 In the Check Folders To Include In Send/Receive list, select the folder to filter. 

5 Click Filter Selected Folder to open the Filter d1alog box, shown in Figure 7-1 4 
on the next page. 
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Figure 7-14. You can filter folder actions using the Filter dialog box. 

6 Set up the filter criteria by entering the relevant information and choosing 
options on the various tabs of the Filter dialog box. Click OK. 

7 Make other changes to accounts and folders as needed, and click OK to close 
the Send/Receive Settings dialog box. Then dose the Send/Receive Groups 
dialog box. 

As you browse through the options in the Filter dialog box, you'll find that Outlook 
gives you considerable flexibility for defining the filter criteria. 

Clearing a Filtered Selection 
Filter criteria that you have specified will continue to be applied until you clear the filter. 

Follow these steps to clear the filter and allow unfiltered synchronization: 

1 Choose Tools, Send/Receive Settings, Define Send/Receive Groups. 

l Select a group to modify and click Edit. 

J From the Accounts bar, select the account containing the folder you want to filter. 

4 In the Check Folders To Include In Send/Receive list, select the folder to filter. 

5 Click Filter Selected Folder to open the Filter dialog box. 

6 Click Clear All , and then click OK. 
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Limiting Message Size 

You can also use the Send/Receive Settings dialog box to specify a limit on message size 
for messages downloaded from the In box of the selected Exchange Server account. This 
provides an easy way to control large messages that arrive in your Exchange Server 
account. Rather than downloading messages that are larger than the specified limit, 
Outlook places them in a folder on the server named Large Messages (a subfolder of 
the In box) and notifies you of that action. You can then go online and open the Large 
Messages folder to view the messages or include the Large Messages folder in your next 
synchronization. 

note Specifying a message size limit in the Send/Receive Settings dialog box doesn't affect 
the size of messages that you can receive on the server. It simply directs Outlook to 
copy large messages to a different folder on the server rather than downloading them. 

FoUow these steps to specify a message size limil for an Exchange Server account: 

1 Choose Tools, Send/Receive Settings, Define Send/Receive Groups. 

:Z Select a group to modify and click Edit. 

J From the Accounts bar, select the Exchange Server account containing the 
folder for which you want to set a message size limit. 

4 Click Limit Message Size to display the Download Options dialog box, shown 
in Figure 7-15 on the next page. 

5 Specify the criteria you want to use to limit message download and click OK. 
Notice that you can also specify exceptions to the limits-for example, you 
can have Outlook download any High priority message, no matter how large. 

When you create a message size limit by using this procedure, Outlook creates a 
message rule named Large Message Rule. If you need to configure more advanced 
options or exercise a finer degree of control over the size limit criteria, choose Tools, 
Rules Wizard. The Rules Wizard allows you to modify the Large Message Rule to suit 
your requirements. 

For more details about working with message rules, see "Processing Messages Automatically,,. 
page 231. 
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Figure 7-15. Use the Download Options dialog box to control downloading of 
large messages. 

You can use a similar mechanism to control downloading of large messages from POP3 
accounts. In this case, you can choose to download only message headers for messages 
larger than a specified size. 

Follow these steps to configure POP3 message size filtering: 

1 Choose Tools, Send/Receive Settings, Define Send/Receive Groups. 

2 Select a group to modify and click Edit. 

3 From the Accounts bar, select the POP3 account for which you want to set a 
message size limit. 

4 Select Download Only Item Descriptions For Items Larger Than nn KB, specify 
the size limit, and click OK. 

To retrieve a message with a large attachment from a POP3 server, mark the message to 
be downloaded. 

For details on using remote mail with POP3 accounts, see "Working with Message Headers, " 
page 368. 

Scheduling Send/Receive Synchronization 

You can schedule synchronization for each send/receive group separately, giving you 
quite a bit of control over when Outlook processes your Inbox, Outbox, and other fold­
ers for synchronization. You can configure Outlook to process each send/receive group 
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on a periodic basis as well as to process specific groups when you exit Outlook. For ex­
ample, you might schedule the All Accounts group to synchronize only when you exit 
Outlook, even though you've scheduled a handful of other groups to process messages 
more frequently during the day. Because you can create as many groups as needed and 
can place the same account in multiple groups, you have a good deal of flexibility in 
determining when each account is processed. 

Configuring Send/Receive Schedules 

Follow these steps to configure synchronization for each send/receive group: 

1 Choose Tools, Send/Receive Settings, Define Send/Receive Groups. 

2 In the Send/Receive Groups dialog box, select the group whose schedule you 
want to modify. 

3 In the Setting For Group area, select Schedule An Automatic Send/Receive 
Every n Minutes, and then specify the number of minutes that should elapse 
between send/receive events for the selected group. Set this option for both 
online and offline behavior. 

4 If you want the group to be processed when you exit Outlook, select Per­
form An Automatic Send/Receive When Exiting. 

You can use a combination of scheduled and manually initiated send/receive events to 
process messages and accounts. For example, you can specify in the Send/Receive 
Group dialog box that a given group (such as All Accounts) must be included when 
you click Send/Receive or press F9 and then configure other accounts to process as 
scheduled. Thus some accounts might process only when you manually initiate the 
send/receive event, and others might process only by automatic execution. l n addition, 
you can provide an overlap so that a specific account processes manually as well as by 
schedule-simply include the account in mult iple groups with the appropriate settings 
for each group. 

Disabling Scheduled Send/Receive Processing 

On occasion, you might want to disable scheduled send/receive events altogether. For 
example, assume that you're working offline and don't have a connection through which 
you can check your accounts. In that situation, you can turn off scheduled send/receive 
proce ~ing until a connection can be reestablished. 

To disable scheduled send/receive processing, choose Tools, Send/Receive Settings, 
Disable Scheduled Send/Receive. Select this command aga in to enable the sched­
uled processing. 
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Managing Messages and Attachments 
Using Outlook's e-mail features effectively requires more than understanding how to 
send and receive messages. This section of the chapter helps you get your messages and 
attachments under control. 

Saving Messages Automatically 
You can configure Outlook to save messages automatically in several ways-for example, 
saving the current message periodically or saving a copy of forwarded messages. You'll 
find most of the following options in the E-Mail Options dialog box (shown earlier 
in Figure 7-11) and in the Advanced E-Mail Options dialog box (shown earlier in 
Figure 7-7). 

e Automatically Save Unsent Messages (in the E-Mail Options dialog box). 
Use this option to have Outlook save unsent messages in the Drafts folder. 
Outlook by default saves unsent messag~::s Lo the Drafts folder every 3 min­
utes. Clear this option if you dodt want unsent messages saved in this folder. 

e Save Unsent Items In (in the Advanced E-Mail Options dialog box). 
Specify the folder in which you want Outlook to save unsent items. The 
default location is the Drafts folder. 

e AutoSave Unsent Every n Minutes (in the Advanced E-Mail Options dia­
log box). Specify the frequency at which Outlook automatically saves unsent 
items to the folder specified by the Save Unscnt Items In option. 

e In Folders Other Than The Inbox, Save Replies With Original Message (in 
the Advanced E-Mail Options dialog box). With this option selected, 
Outlook saves a copy of sent items to the Sent Items folder if the message 
originates from the Inbox (new message, reply, or forward). If the message 
originates from a folder other than the Tnbox-such as a reply to a message 
stored in a different folder-Outlook saves the reply in the same folder as 
the original. If this option is cleared, Oudook saves all sent items in the Sent 
Items folder. 

You can also use rules to control where Outlook places messages. For more information on creat­
ing and using rules, see Chapter 8, " Filtering, Organizing, and Using Automatic Responses." 

e Save Forwarded Messages (in the Advanced E-Mail Options dialog box). 
Select this option to save a copy of all messages that you forward. Messages 
are saved in either the Sent Items folder or the originating folder, depend­
ing on how you set the previous option. 
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Retaining a Copy of Sent Messages 

Keeping track of the messages you send can often be critical, particularly in a work 
setting. Fortunately, with Outlook, you can automatically retain a copy of each message 
you send, providing a record of when you sent the message and to whom you sent it. 

By default, Outlook stores a copy of each sent message in the Sent Items folder. You can 
open this folder and sort the items to locate messages based on any message criteria. 
You can view, forward, move, and otherwise manage the contents of Sent Items just as 
you can with other folders. 

If you allow Outlook to save a copy of messages in the Sent Items folder, over time 
the sheer volume of messages can overwhelm yow- system. So you should implement a 
means-whether manual or automatic-to archive or clear out the contents of the Sent 
Items folder. With the manual method, all you need to do is move or delete messages 
from the folder as your needs dictate. If you want to automate the archival process, you 
can do so; for details on how to automatically archive messages from any folder, see 
«Configming the Automatic Archiving of Items:' page 716. 

Follow these steps to specify whether Outlook retains a copy of sent messages in the 
Sent Items folder: 

1 Choose Tools, Options and click E-Mail Options on the Preferences tab. 

2 In the E-Mail Options dialog box (see Figure 7-16), select the Save Copies Of 
Messages In Sent Items Folder check box to have Outlook retain sent mes­
sages. If you want to prevent Outlook from keeping a copy of sent messages, 
clear this check box. Click OK. 
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Figure 7-16. In the E~Mail Options dialog box, you can choose whether 
Outlook saves copies of sent messages. 
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tip If you need to change Outlook's behavior for a single message, you can override the 
setting. With the message form open, choose File, Properties and then select the action 
you want Outlook to take. 

Saving Attachments to a Disk 
It's a sure bet that some of the messages you receive include attachments such as 
documents, pictures, or applications. In general, you can work with these attachments 
in Outlook without saving them separately to disk. For example, you can double-dick 
an attachment in the InfoBar to open the attachment. The next step then depends on 
the attachment's extension and the application with which that extension is registered 
on your system. 

But in many instances, it's necessary to save attachments to disk. For example, you might 
receive a self-extracting executable containing a program you need to install. In that 
case, the best option is to save the file to disk and install it from there. 

You can save attachments using eitl1er of these metl1ods: 

e If you're using the preview pane, right-click the attachment in the InfoBar 
and choose Save As. 

e Choose File, Save Attachments if you want to save one or more attachments 
or if the preview pane is not available. This option is handy when you want 
to save all attachments. 

Saving Messages to a File 
Although Outlook maintains your messages in your store folders, occasionally you might 
need to save a message to a file. For example, you might want to archive a single message 
or a selection of messages outside Outlook or save a message to include as an attach­
ment in another document. 

You can save a single message to a f:tle or combine several messages into a single file. 
When you save a single message, Outlook gives you tl1e option of saving it in one of 
the following formats: 

e Text Only. Save the message as a text file, losing any formatting in the 
original message. 

e Rich Text Format. Save the message in RTF format, retaining the original 
message formatting. 
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