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Purrrruc OurlooK rNTo PrnsprcnvE

@
c/w

This chapter puts Outlook 2000 into perspective and provides an overall understanding of
what Outlook is, how it works, and what you can do with it. The chapter also contains

information about how you can start Outlook in various ways.

lrurRooucrNc rHE OurlooK FAMILY
This book is primarily about Microsoft Oudook 2000 (subsequently referred to in this book
as Outlook), one of the applications included in the various versions of Microsoft OfEce

2000. Outlook is also supplied with Microsoft Exchange Server.

One of the significant differences you'll notice in Oudook 2000, if you've used previous

versions of Outlook, is its high degree of integration with the Internet.

With Outlook, you can

r Send and receive e-mail and faxes

r Maintain information about the people and, organizations with whom you are in
contact

I Keep a calendar of your appointments, events, and meetings

r Keep track of your to-do list

r Maintain a journal of your activities

I Save miscellaneous notes

I Directly access Web pages

You can also use Oudook as an enhanced version of Windows Explorer. Outlook is tighdy
integrated with Internet Explorer so that you can access fnternet sites and Internet news-

groups from within Outlook.

Oudook is the primary client for Microsoft Exchange Seruer. Although you can use Outlook
on standalone computers and on computers that use messaging systems other than
Exchange, the Exchange environment offers sophisticated collaboration facilities. With
Oudook as a client for Exchange, you can benefit from such capabilities as group schedul-

ing and public folders.

Although Microsoft offers Outlook primarily to satisf, the needs of business users, it's an

excellent Personal Inforruation Manager (PINI) that you can use at home as well as at the

office. Why pay extra for a PI&[ when Outlook comes as part of the Office 2000 package!

Microsoft also offers Outlook Exprus, which you get when you install Internet Explorer,
Windows 98, and Office 2000 for Macintosh. It is intended to satisS, home users. You can

use Oudook Express to send and receive Internet e-mail, to maintain an address book, and

to communicate with Internet newsgroups. Oudook uses facilities within Oudook Express

. to provide access to newsgroups.
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DElrrrruc n Mrssncr

If, from the message header, or from the first few lines in the AutoPreview, you quickly
decide you don't want to bother with a message, you can immediately delete it. To do so,

click the message to select it, then choose the Delete button ffi in ttre Information
r-iewer's Standard toolbar. In some cases, you might want to take a quick look at t-he mes-
sage in the Preview pane before deleting it.

-: 325 from

-^.:-z:-.-/q{-
When you delete a message in this way, 0utlook moves it to your Deleted ltems folder,
from which you can rekieve it if necessary.

I For more information about deleting messages, see "Deleting Messages and Other Outlook ltems,"
p. t24.

Rrnorruc A MEssAcE

-{s explained a couple of pages previously, you can read a message by selecting it in the

-\{essage pane so that's it's displayed in the Prerriew pane, and then scroll down the message
in that pane.

-{Iternatively, you can double-click the message to display it in a Message form that's similar
to the form you use to create new messages, as shown in Figure 3.55.
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Figure 5.55
All the information in

the Message form in
which you can see

messages you've
received is read-only
if it was created using

the HTML or Plain

Text formats. You can

directly edit messages

that were created in

the Rich Text format.

You can use this form's menus and toolbars to work with the message in various ways.

^\s the message first appears, you can't edit it (unless it was created in Rich Text). However,
vou can choose Edit, Edit Message to make the received message editable.
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WHnr Anr PnorrLEs?
This chapter applies only to C/W Oudook. That's because everyone who uses C/W
Outlook has at least one Outlook profile, whereas I&IO Oudook users don't have an

Outlook profle. You don't need to read this chapter if you're using I&IO Oudook.

Before going into detail about Outlook profiles, it's important to understand that Windou-s

uses several types of profiles. In addition to the Outlook profiles that are the subject of this

chapter, Windows has hardware profiles and user profiles. Each hardware profile defines a

computer hardware configuration. Each user profile defines :oser settings (page 19) such as a

user's preferred desktop settings.

Throughout this book the word profile refers to an 0utlook profile.

Outlook profiles are quite separate from hardware and user profiles. Ifyou use C/LV Outlook

(page 54), profiles are an essential part ofyour Outlook environment. Your profile contains

information that defines how Outlook works for you.

The main reason for choosing to install C/W Outlook is that you want to be able to access

services provided by specific mail servers such as Exchange Server, Microsoft Mail, or
cc:Mail. If you don't need to access these mail servers or other facilities that depend on
MAPI (page 39) services, you should probably be using WIO Outlook.

C 0utlook does not support 0penMail (Hewlett-Packard), Groupwise (Novell), or Notes Mail

(Lotus). Lotus does provide a MAPI transport that works with Outlook but thatl supported

by Lotus, not by Microsoft.

When you install C/W Outlook, you automatically have one profile. You can modifiz this

profile to satisfiz your specific needs and you can create additional profiles. This chapter

explains how to do so.

A profile contains the following information:

r Information Services-A list of information services and the properties of each of them.

r Delivery-The location to which new e-mail should be delivered, and where other
Outlook items are saved. Delivery also defines the order in which you want Oudook to
use information services when attempting to send e-mail.

r Addressing-The default address book to use when addressing e-mail, the address book

in which you want to save information about new contacts, and the order in which
address books should be searched to veri$z recipients' e-mail addresses.

Ii rl

@
c/w
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Vtrwtruc n Pnonlr FRoM THE Wtnoows Desrrop f *

fu may have rnore than one profile. For example, suppose you have a laptop. Most of the

ire r-ou use the laptop in your of6ce and have it connected to your l-4N.Yor take your
hptop with you when you travel-it's not connected to anything when you use it on a

*me; it may be connected to your LAN by way of a dial-up connection when you're in
m hotel room. In this situation, it's convenient to have three profiles:

r One to use when you're in your of6ce

I Another to use while you're flying

r lEt another to use in your hotel room

>trppose you share a computer with other people. Each person should have his or her

. :iofiIe in order to keep Oudook information separate from other users' information.

hmruc A PRoFILE FRoM THE WtNDows Drsrrop
- - :::r examine and modifi, a profile either from the Windows desktop or from within

- 
--::ok. \bu can create additional profiles fiom the Windows desktop or from within Oudook,

,-. - :,so copv and delete profiles from the Windows desktop but not from within Outlook.

' ,. .ecrion first describes how to work with profiles from the Windows desktop.

-- , :'i'e not previously used Outlook or Windows Messaging on your computer, you'll
:.- . ie default Outlook profile named Microsoft Outlook Internet Settings; if you have

- :.-..,.usl)' used Outlook or Windows Messaging, you'll have whatever profile or profiles

. - '. prer-iously used. The following paragraphs assume that you've just installed C/W
--::,,:k and haven't previously created or modified profiles.

I '.-..*' a Profile from the Windows desktop:

. Croose Start, move the pointer onto Settings, and choose Control Panel to display the

Control Panel.

- i: *re Control Panel, choose Mail (or Mail and Fax) to display the Properties dialog box
--:lar contains information about your current default profile, as shown in Figure 5. 1.

GD An alternative to steps I and 2 is to right-click the Outlook icon on the Windows desktop to

display a context menu and then choose Ploperties.
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1s4l CHnpren 5 Cnenrrnc PRoFTLEs ron Conponnre/Wonrcnoup Ourloor

Figure 5.1
The information ser-

vices listed in your
profile are probably

different from those
you see here.

Figure 5.2
Only one profile is

listed if you haven't
previously used

Outlook or Windows
Messaging.

3. Choose Show Profiles to display a list of profiles available on your computer, as shown

in Figure 5.2.

rr I I

ExnnnrNrNG AND MoorryrNc INFoRMATToN SERVTcES
Open the Windows Control Panel and choose Mail (or Mail and Fax) to display the infor-
mation seryices in your default profile. If you want to work with a different profile, choose

Show Profiles, select the profile you want to use, and choose Ploperties to display the

ndd. t ne*o* I pr"eat*m'l coer. I
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ExAn,trruruc Rlrro Moorruruc INFoRMATToN Senvrces l-G

Pioperties dialog box that lists the information services in that profile, as shown
.-.'in Figure 5.1. Notice that the Properties diaiog box opens with the Services tab

erding on whether you're looking at the Outlook default profile or a previously used

[e- you may see one or more of the following information services listed in the profile.
t hformation seruice provides a way for Oudook to handle information:

lnrernet E-mail-Provides the capability to communicate with Internet and intranet
rruil servers.

soft Exchange Server-Provides the capability to communicate with Exchange

. ' ::':,.oft Fax-Provides the capability to send and receive faxes. You may see a fax
-' -nation service other than Microsoft Fax.

' ::,:,soft ]Iail-Provides the capability to send and receive e-mail by way of a

' :-,-,soft -\4ail postoffice.

----,:,rtk Address Book-Provides access to e-mail addresses and fax numbers in your

- ::;cts folder.

--rok Support for Lotus cc:Mail-Provides access to cc:Mail post office facilities.

i=:.:,nal Address Book-Provides access to e-mail addresses and fax numbers in your
..,. -,nal -\ddress Book.

: = s rnal Folders-Provides access to Outlook items in folders within your Personal
: --:ers fi1e (your e-mail, calendar, contacts list, tasks list, and personal journal).

- -.. rnsralled Outlook add-ins and add-ons, you may see other information seryices

- i rese can include services that give Outlook the capability to connect to information
:=:. such as AOL and CompuServe, and to send messages to pagers.

:- :dd an1, or all of these information serr.ices to your profile.

I

I
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Add only those information services you intend to use. The more information services you

add, the more time Outlook takes to open.

ion about adding specific information services to your profile, see'Adding a Personal
,k lnformation Service to a Profile," p. 556, 'Adding the Personal Folders lnformation
Profile" p. l72,"Adding the Exchange Server lnformation Service to a Profile," p.665, and
Microsoft Mail lnformation Service to a Profile," p. 765.

AN INFoRMATIoN Senvlcr To A PRoFILE

; chapter provides general information about adding information services to a profile.
rmation thatt specific to each information seryice is included in the chapter that covers

information service.
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Figure 5.52
Use this dialog box

to choose how you

want to print the
message.

I PriEl tn t$a

f- ox -_l cq.d I *lq* I

::>LYtNc ro A MEssAcE

- ,, reply to a message, select that message in the Inbox Information viewer, then choose

:.::1r'in the viewer's Standard toolbar. Alternatively, if you want to send a reply to everyone

. --.r'hom the original message was addressed (including those people on the Cc list), choose

:..pir- to All. You can't send replies to people the message originator placed on the Bcc list
:--f,use the message you receive doesn't identifiz those people.

G- You can make the same choices when you open a message in the Message form,

r-:er your reply in the space at the top of the form. You can also make comments within
-; re\t of the original message (known 

^s 
annltating the message). If the original message is

1g. 1'ou might want to delete ail but it's first fer.v lines, leaving just enough to remind the

.:-.:rnator about the message-there's little point in cluttering up e-mail servers and other
-. :,plet inboxes with copies of this material.

PRnr

il_:t IcH lltr

6

O

t- The preceding information about replying to a message covers Outlook's default behavior.

To modify the default behavior, display any Outlook lnformation viewer, choose lools,
Optionl and select the Preferences tab in the Option dialog box. Choose E-mail Options.

Choose the options you want in the On Replies and Fonrvards section of the dialog box.

Table 5lyle
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Wnnr Anr Corurncrs?
f=l A clntact in Outlook is a person or an organization. Outlook can save information aboui
l#l 

"orr,.",s 
in various pla".r, as described in this chapter. Typically, Outlook saves such inJi

tilo
r:T mation as a contact's name, address, phone and fax numbeq and e-mail address. But

[pl Or,took can save much more information than this, including a contact's photograph.
c/w

Outlook uses contacts for various purposes:

I Addressing e-mail messages

r Addressing conventional mail

r Placing phone calls

r Sending faxes

r furanging meetings

I fusigning tasks

Because so much of what you do with Outlook involves contacts, an understanding of h
Oudook deals with contacts is crucial to your efficient use of Outlook.

Wnrnr Ourloor Snvrs Conrncr INFoRMATIoN
Outlook saves the information about each contact, a person or an organization, as a Cr'x:;:

item. Each Contact item contains many fields of information, only a few of which you u-.=

for most contacts.

Outlook saves Contact items in the Outlook Addrus Book that provides access to informa: -,:

in the Contacts folder within your Personal Folders fiIe or, if you're using C/W Oudoc,' r
a client for Exchange, in the Contacts folder within your Exchange store; you can choo."
one or the other. In addition, C/W Outlook can access information about contacts storr:
yorr Personal Address Book (PLB), in a Global Address Boo& (GAB), or other address book

maintained by Exchange.

The first part of this chapter covers using the Outlook Address Book. Later parts of thi:
chapter cover the additional capabilities in C/W Outlook.

PnrpnnrNc ro Snve Corurncrs
If you're working with C/W Outlook and intend to save Contact items in a Personal Fol;r
file otyour computer, you must have a profile that contains the Personal Folders inforn:.-
tion service. This isn't necessary if you're using WIO Outlook.

Nso in C/W Outlook, if you intend to use items in your Contacts folder as an address

book, you must add the Outlook Address Book information service to your profile.

H
ili
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UslNc A Prnsounl ADDRESS BooK f 15,

You can add the Personal Address Book information service only once into a profile.

ersonal Address Book information service:

r- Information viewer displayed, choose Tools, Seryices to display the Services

lx with the Services tab selected.

{dd to display the Add Service to Profile dialog box. Select Personal Address

I then choose OK to display the Personal Address Book dialog box shown in
1')

Pnnr

ilt
Cn

9
?B:ondAdde$ 0oD& l"1tip3 I

Figure 9.52
The Personal Address

Book dialog box

opens with a

proposed name
displayed in the
Name box and path

displayed in the
Path box.

!*'IEEGIEEMEII
:"0.@ffiJ
-Ste*xnre*.tj',--'!l* Jlat"i1-. t:

6 fastmm[JohnSmith]

rk proposes to use the name Personal Address Book as the name used within
rk.

rk proposes to name the Personal Address Book file Mailbox.pab. Itb a good idea

ace this name with your own last name or initials.

: n'hether you want names to be listed in first name or last name order.

.:n select the Notes tab in which you can enter notes about your Personal Address

.e OK. Outlook displays a message telling you that you must exit and restart
, rk before the service can be used. Choose OK twice.

.e File, Exit and Log Off to close Outlook. Then restart Outlook.

.,ose Tools, Seryices, you'll see that the Personal Address Book information service

r-our profile.
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irrcludes the Spc<iC
Using Office 208

Demo or shareware versions
of a selection of the best thi4
party Outlook and Exchange
add-ons and utilities:

. Keystone Learning's Oudod
2000 cBT

. Fl Fax & Voice's FaxMaker
for Exchange, Emailrobot fu
Exchange/SMTP, and
Emailflow for Exchange/ilE

o LogiSoft's XlPage pagang

utility
o Jtech Software's Wireless 

!

Secretary Pro for Outlool
o Transcend Corporation's

ConnectorWare I mport lJQr
and ConnectorWare lViAFl
Service for cc:Mail

. N Software's Exchange
Templates

. Lucent's Unified Messergr
voicemail add:.on

o Sales Solution Systems'
Optimus Pro and Goal GeD
productivity applications

ReferenGe
for Oxrtloolf e(l(}ll!
Understand all the differences between
Corporate/Workgroup and lnternet Only installations

Set up Outlook to send and receive e-mail and faxes

Use Net Folders to share information with other
people

Manage all your Outlook data using categories, entry
types, and rules

Learn to use Outlook securely

Develop Outlook-based applications with custom
forms and fields

Create application-side Outlook Visual Basic for
Applications code

"This is the best users -e--:,
I have ever read... I hare
been using Outlook for ; -- -- =-
a year now. but I probac 

-.

doubled my effectiveness -

the past four days lvrth :- s

book. "

-Neal 
Mayer.

Database Engine="
Evan and Suthera-:
Computer Corpcra: :-

l!ilrd*case, plus:

Category: Groupware

Covers: Microsoft Outlook 20O0

User Level: lntermediate-Advanced
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