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Ten or more useful features in
Outlook 2007

[David Wicks | Assistant Professor | Director of Instructional Technology Services | Seattle Pacific University | dwicks@spu.edu

¢ Hybrid interface

Slightly Different
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* New Office interface only seen when you create or
edit a:
— Message
— Appointment
— Task

— Other similar items
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To-Do Bar

* Date Navigation

¢ Calendar appointments
* Enter new tasks

e Task list

Instant Search

* Search for items within

folder by entering =

keywords
¢ Begins searching as you
begin typing
— May want to shut this off
o Try “All Mail Items” if
you can’t remember
what area message
should be in

Live Previews

« Quickly see formatting
changes before you apply
them

* Can be confusing if you
aren’t aware of this feature
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Sending pictures
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Insert > Picture

Embedded in message
rather than including as
attachment

Use Format tab to edit
picture before sending
Default — compresses image
before sending
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Following Up

* Flag messages you send
or receive for follow up
by you

Flag messages you send
for follow up by the
recipient (including a
bell to remind them of
the exact time to follow
up)
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Calendar Navigation

* Easy to switch between day, week, and month views
 Easy to go forward or backwards in each view

* See tasks that need to be done and ones
completed — week view
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Meeting Invitations

Calendar > New = 5
Appointment E et

Specify attendees

View Scheduling
conflicts

Contacts

Electronic Business Cards — EBCs

— Can be added as signature to
email message

— Receiver can right click on
EBC in message and add it to
their contacts, even if they
don’t use Outlook

— To create an EBC for yourself
just add yourself as a contact

— Can add EBC as your
signature

Remembering Important Annual Events?

Are you always forgetting the birthdays of
your colleagues and family?

Add this information to Contacts and it will
always be on your calendar

Contacts > New (or click on existing) Contact >
Details

Add Birthday and/or Anniversary
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Questions and Comments?




