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Making the 2007 Microsoft Office system all it can






Microsoft® Office Outlook 2007

Office Outlook 2007 and Exchange Server 2007 provide an integrated solution for managing your time and information, connecting with people easily and effectively, and managing shared information and content. Together, these products offer a rich and complete e-mail experience, delivering innovations you can use to quickly search your communications, organize your work, and better share your information with others — all from one place. Learn more about Microsoft Office Outlook 2007 and Microsoft Exchange Server 2007 at http://office.microsoft.com.

Tips & Tricks

Microsoft Office Outlook 2007

Manage Your Time and Information
1. Instant Search – With new and powerful integrated Instant Search, you can quickly locate the information you need, whether it is in your e-mail, calendar, contacts, or tasks. Enter a keyword, and Instant Search quickly searches your Office Outlook 2007 data, highlighting the locations where that search term appears. Instant Search even searches for keywords within e-mail attachments. You also have the flexibility to create queries with different criteria, such as date, sender, color categories, and mail importance, and Instant Search finds and delivers the results.

2. Attachment Previewer – With the new Attachment Previewer, you can view your attachments with one click directly from within the Reading pane. Click Preview File in the Preview pane.
3. Unified Messaging – By integrating Microsoft Exchange Server 2007 and the Office Outlook 2007 messaging and collaboration client, you have the added advantage of being able to receive voice mails and faxes in your inbox. You don’t have to waste time calling your phone to check your messages or going to the fax machine to get your faxes.
4. Really Simple Syndication (RSS) – Office Outlook 2007 has native aggregation support for RSS feeds, so you can easily subscribe to and stay up-to-date with the latest news sites and blogs. You can manage your RSS feeds in Office Outlook 2007 just like other e-mail, so you can flag feeds for follow-up, assign them color categories, or automate any process using the rules engine.
5. Improved Out of Office – Exchange Server 2007 makes it easier to stay on top of those times when you’re out of the office or otherwise unavailable. Out of Office (OOF) messages can be scheduled to begin and end on specific dates and times, reducing the likelihood of your OOF not being set. A separate out of office message can be sent to external recipients, a capability your administrator can enable or disable. Out of Office messages can also be set or unset from a mobile device. To access the Out of Office Assistant, click Tools(Out of Office Assistant.
6. Command Tabs – Opening an e-mail message or other Outlook item reveals the new Ribbon user interface and selection of Outlook-specific command tabs. Presented graphically, command tabs display the commands that are most relevant for each of the task areas in the application. You can double-click a command tab to hide or reveal the Ribbon as needed. Of course, the traditional dialog box interfaces are still available for those who want a greater degree of control over the result of the operation.
7. Color Categories – New color categories give you a quick, visual way to customize and distinguish items from one another, making it easy to locate information. You can add the same color category to mail, calendar, or task items so that you can easily locate all items from a project at a glance. When you need to find the information later, you can search and sort by color categories to quickly identify what you are looking for. To assign a category, right-click the category icon in the Mail pane. From an open e-mail message, click Categorize in the Options group of the Message tab and select a category.
8. Flagging Mail as Tasks – With the Flagging Mail as Tasks feature, you can create a task from an e-mail message in one simple step. Simply right-click to flag your message and designate a date for completion. The item is then added to your To-Do Bar, and the due dates are integrated automatically into your calendar. 
9. Daily Task List – Office Outlook 2007 integrates tasks on the calendar in the Daily Task List so that you see them displayed beneath your daily appointments and meetings. To allot time for working on a task, simply drag the task onto your calendar.
10. To-Do Bar – The new To-Do Bar integrates your tasks, e-mail messages flagged for follow-up, upcoming appointments, and calendar information in one convenient place. It also includes tasks from the Microsoft Office OneNote 2007 note-taking program, Microsoft Office Project 2007, and Microsoft Windows® SharePoint® Services Web sites. To view the To-Do Bar, click View To-Do Bar.
11. Send to OneNote – If you’d like to gather information, take notes related to an e-mail or task, or take advantage of more advanced tools, right-click and send the e-mail directly to Office OneNote 2007. From OneNote, you can keep all of your task-related information in one easy-to-find place.
12. Outlook Web Access – If your own PC is unavailable, you can use Exchange Server 2007’s Outlook Web Access to check your e-mail and view your calendar, contacts, and tasks from any PC that can access the Internet. Check with your IT department to see if OWA is available and obtain the correct URL for access.
Connect with People Easily and Effectively
13. Electronic Business Cards – Electronic business cards are an easy way to create, customize, and share your information with customers, clients, or friends. You can add photos, company logos, or other personal information to your card so that the recipients have an easy way to identify your card. To customize an electronic business card, open a contact and, in the Options group of the Contact command tab, click Business Card.
14. Sharing Requests – With Exchange Server 2007, you can send a sharing request to anyone, giving them read/write permissions to any non-mail folder in Office Outlook 2007, including your calendar, contacts, tasks, notes, and journal. At the same time, you can ask that person to share their folder in return. 
15. Free/Busy Options – When you use Office Outlook 2007 with Exchange Server 2007, you can determine and set a variety of levels as to who can view your free/busy calendar information, keeping you in control of your personal data. Right-click Calendar under My Calendars in the navigation pane. Click Change Sharing Permissions. Look for the Free/Busy options under the Read section.
16. Calendar Overlay – When you view calendars in overlay mode, you can navigate multiple calendars on top of one another, making it easier to compare your calendar with a coworker’s or a team calendar to find a free time to meet. With multiple calendars open, click the left arrow to overlay the calendar. Click the right arrow to return to side by side view.
17. Calendar Snapshots – You can use Calendar Snapshots to send an HTML snapshot of your calendar thru e-mail, making it easier to share your calendar information with people outside of your organization. In your Outlook Calendar, click Send a Calendar via E-mail. 
18. Group Schedules – Group schedules make it easy for you to see the combined schedules of a number of people or resources at a glance. A group schedule can include all of the contacts or resources from a public folder. You can create and save multiple group schedules, each showing a group of people or resources. Click Actions, then View Group Schedules. Click New. Name the schedule and click OK. Enter your members and resource, then click Save and Close. Click the Make Meeting dropdown to quickly schedule a meeting with or send e-mail to some or all of the group members.

19. Scheduling Assistant – Improved scheduling capabilities in Outlook 2007 and Exchange Server 2007 help you schedule meetings easily and quickly. Exchange Server 2007 looks at the attendee list and recommends an ideal meeting time and location. To use Scheduling Assistant, click Scheduling Assistant button on Meeting tab of new meeting request. 
20. Meeting Workspace – A Meeting Workspace site is a Web site that is a repository for all the information and materials needed for one or more meetings. You can set up a Meeting Workspace site when you create a meeting invitation in Microsoft Office Outlook. The subject, the attendee names, the date, the time, and the location from the meeting request are added to the Meeting Workspace site automatically by Outlook. If you change this information at a later time, Outlook automatically updates the Meeting Workspace site with the new information. In the Attendees group, click Meeting Workspace. Click Change Settings in the task pane. Enter the workspace location, and then click OK. Click Create.
21. OneNote Meeting Notes – You can link items in your Office Outlook 2007 calendar to meeting notes in the Office OneNote 2007 note-taking program by right-clicking the item and choosing Meeting Notes or by opening the item and clicking the Meeting Notes button. Then, you can easily access information about the meeting or appointment on your calendar by clicking on Unfiled Notes in the Office OneNote 2007 interface—or quickly access the notes in Office OneNote 2007 by right-clicking an item in your calendar and selecting Meeting Notes.

Manage Shared Information and Content
22. Document Workspace – If you want to make a document available for collaboration purposes create a document workspace to store the document in a central online location. You can create a document workspace by choosing the shared attachment option when sending an e-mail attachment with Outlook 2007. Document workspaces are made possible through integration with Windows SharePoint Services, a feature of the Windows Server® 2003 operating system. You can use Office SharePoint Server 2007 to further extend these capabilities; for more information, visit http://office.microsoft.com/en-us/sharepointserver.
23. Connect to Outlook Tasks – Task lists created on an Office SharePoint Server 2007 site can be connected to Outlook 2007 so that they can be viewed and managed alongside your other tasks. Like OneNote tasks, SharePoint tasks are visible in your To-Do Bar. In the SharePoint task list, click the Actions button, then click Connect to Outlook. 
24. Offline Document Libraries – You can keep synchronized copies of SharePoint document libraries and lists within your Outlook folders, making it easy to organize and browse documents in these folders, just as you would any e-mail. You can work on these documents within their respective applications in Office Outlook 2007 at any time, even when you are offline. When you are back online, you can easily synchronize your changes with the server version. From a shared document library, click Actions on the Shared Documents toolbar, then click Connect to Outlook. 
25. Start a Workflow – To start a workflow, click the drop-down list for your document within your document workspace or document library, and then click Workflows. Select the desired workflow, and then click Start. 
26. Track a Workflow – You can track the workflow progress and view the completion information in the shared document library or document workspace. Click Workflows from the document drop-down menu within your document workspace or document library.

27. Send an InfoPath Form – In addition to automating document processes, you can embed an InfoPath form within an e-mail message and send it to others with a request to fill out the needed information. You and the form recipients will need InfoPath 2007 installed on each local PC to use this feature. a.
In Outlook, click File, then New, then Choose InfoPath Form. Select a form. Click Forward in the InfoPath toolbar. Enter the recipient information and any introductory text. Click Send.
28. Participate in a Workflow – Integration with familiar client applications such as Office Outlook 2007 simplifies the workflow experience for users. For example, you can be notified of the workflow in progress via e-mail. At the top of your email Click Edit This Task to open the Approval dialog box. From here, you can open the workflow document and then approve or reject it, adding your comments if necessary. 
29. Complete an InfoPath Form – For embedded InfoPath forms, the only action required by the recipient is to reply to the mail and complete the embedded form. Click the InfoPath Form e-mail. Click Reply. Complete the form and click Send.
Resources
Online Training
· Office Online – Everything you need to know about the 2007 Microsoft Office System.
http://office.microsoft.com/en-us/default.aspx
· Office Online Getting Started Page – Helpful resources to help you ramp-up on the new release.http://office.microsoft.com/en-us/getstarted/FX101055081033.aspx
· Get Quick Office Tips – The latest tips and tricks for the new Microsoft Office system.
http://www.microsoft.com/office/greattips 

· Tips and Tricks by Product – Quick product reference to help you simplify everyday tasks.
http://www.microsoft.com/office/greattips/products.mspx
· 2003-2007 Command Reference Guides – Find the commands you’re looking for…fast!
http://office.microsoft.com/en-us/training/HA102295841033.aspx?pid=CL100788241033

Webcasts and Videos

· 2007 On-demand Webcasts – Watch anytime from the comfort of your office or home.
http://www.microsoft.com/office/greattips/on-demandlist.mspx
· Live Webcasts – Continuous Office 2007 learning and exploration. http://www.microsoft.com/office/greattips/byformatLiveWeb.mspx
· Online Versions of 2007 Office Tips and Tricks In Action and for Power Users Videos
http://www.microsoft.com/office/greattips/OfficeSystem.mspx

Other Resources

· So that’s how! Timesavers, Breakthroughs, and Everyday Genius for the 2007 Microsoft Office System – Microsoft Press book loaded with tips and tricks. http://www.microsoft.com/MSPress/books/9412.aspx 

· 2007 Microsoft Office System Learning Portal – E-Learning, E-Books, and classroom training resources.http://www.microsoft.com/learning/office2007/iworker/default.mspx
· Office system Tips & Tricks Windows Vista sidebar gadget – Delivers a new Office system productivity tip seven days a week, 365 Days a year! http://gallery.live.com/liveItemDetail.aspx?li=23353790-9689-4ff8-9dc4-64306756f8fe&wa=wsignin1.0
· Tips & Tricks Special Delivery – Receive useful insider tips and shortcuts for your favorite Microsoft software, delivered to your inbox on your schedule—daily, weekly, or monthly. http://www.microsoft.com/office/greattips/specialdelivery.mspx
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