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•	 To Flaga Message as a To-Do Item: Right-elickthe message, select 
FollowUpIrom the contextual menu, and select a flag. Or, click the flag 
icon onthe message. Or. select the message. click the FollowUpbutton 
onthe Standardtoolbar and select a Ilag. 

•	 To Clear a Flagged Message: Right-elick the message, select FollowUp 
from the contextual menu. and select Clear Flag. 

•	 To Categorizea Message by Color: Click the Quick Click icon onthe 
message. Or, right-elick the message, select Categorize fromthecontextual 
menu, and select a color category. Or, select the message, click the 
Categorize button on the Standard toolbar, and select a fia . 

•	 To Recall a Message: Open the Sent ftems folder. Double-elick the 
message, click the OtherActionsbutton in the Actions group onthe Ribbon, 
and select Recall This sage. Choose todelete the message or replace 
the message with a new onein the dialogbox and clickOK. You can only 
recall a message ifyou are using MS Exchange Server and the recipient has 
not opened it. 

•	 To Resend a Message: Open the Sent Items folder. Double-elickthe 
message. click the Other Actionsbullon In the Actions group onthe Ribbon. 
and selectResend This M sage. Enter new recipients Inthe message 
window and clickSend. 

•	 To Save a Message as a Draft: Click the Save button onthe Quick Access 
Toolbar in the message window. The message appears In the Drafts folder. 

•	 To Move an lIemto a Different Folder: Seleclthe item. clickthe ~ Move 
to Folderbutton and select the destination folder. 
Or. click and drag theitem toa different folder in the Navigation Pane, 
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•	 To View the Calendar: Clickthe Calendar bullon in the Navigation Pane. 

• To Change Views: Click View onthemenu barand select thedesired view. 
Or, click one of the Day, Week. orMonthviewbuttons, 

•	 To Schedule an Appointment: Clickthe~ New bunon orpress <Ctrl> 
+ <N>. 

•	 To Schedule a Recurring Appointment: ClickActionsonthe menu bar 
and selectNew Recurring Appointment from the menu. 

•	 To Schedule a Meeting Request: Clickthe ~ New button arrow onthe 
Standard toolbar and select ~ eeting Request. 

•	 To Schedule anAll Day Event: Click Actionsonthe menu bar and select 
New All Day Ev nt fromthe menu. 

•	 To Plan a Tentative Meeting: ClickActionsonthe menubar and select 
Plan a Meeting from the menu. 

•	 To Reschedule an Item: Double-click the meeting. appointment. orevent, 
make your changes and click the Save & Close button In the Actions group 
onthe Ribbon. 
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•	 To Create a Distribution List: Clickthe~ New buttonarrow onthe 
Standardtoolbar and select Distribution List. Click Select Members in 
the Members group onthe Ribbon, select a name Inthe list, click the 
Members bullon and repeat lor each name to beadded. ClickOK, then click 
Save & Close in the Actions group. 

• To Create a Signature: SelectToolsfrom the menu bar and select 
Oplions. Click the Mail Format tab. click the Signatures button. and create 
the newsignature. 

•	 To Change a Message's Options: In the message Window. click the 
Options tab on the Ribbon and click the More Options Dialog Box 
Launcher. Here youcan specify: the level of Importance or sensitivity01 the 
message; if you want 10 addvoting buttons to the message; where replies 
shouldbesentto; il you want a read receipt:andif you want to encrypt the 
messageor delay its delivery. 

• To Usethe Rules Wizard: 
1.	 Make surethat you'reIn the Inbox. 
2.	 ClickToolsonthe menubar, select Rule andAlerts, and click the New 

Rule button. 
3.	 Select the typeof rule you want tocreate and click Next 
4.	 Click the first piece ofunder1ined text in the Step 2 box. which may be 

peopleor distribution lists, specific words, etc 
5.	 Specify the critena-a person's name, akeyword. etc.-and clickOK 
6.	 Clickthe next piece ofunder1inedtext in the Step 2 box and specify the 

name of the folder where you want to move the messages or the action 
you want done to the message. 

7.	 Click Finishto comolete the rule and clickOK. 

toolbar.

• ToView Your Contacts: Click the Contacts button in the Navigation Pane. 

• To Create a New Contact: Click the ~ New button onthe Standard 

• To Edit a Contact: Double-elick the contact. 

• To Find a Contact: Typewords to search for in the Search Contacts box. 

• To Delete a Contact: Select the contactand press the<Delete> key. 

• To Change Views: Select the desired view in theCurrent Viewsection of 
the Contacts NaVigation pane. 

• To View Your Tasks: Click IheTasks button in the NavigationPane. 

• To Create a New Task: Click th e~ New button, press <Ctrl> + <N>, or 
type anew task in the textboxat the top of the window or in the 'Type a new 
task" box in the To-Do Bar, 

• ToComplete a Task: In Simple List view, check the task's check box. 

• To Delete aTask: Selectthe task and pressthe<Delete> key. 

o	 ToCreate a Recurring Task: Double-click the task and click the 
Recurrence button in the Options group onthe Ribbon. 

•	 ToAssign aTask: Double-click thetask, clickthe Assign Task bullonIn 

the Manage Task group ontheRibbon, enterthe person's name Inthe To 
box,and clickSend. 
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