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E-mail Management
 Find E-mail – Advanced Options
 Create a Search Folder
 Use Automatic Formatting

Rules / Out Of Office Assistant
 Create a Rule
 Edit A Rule
 Rule Conditions
 Rule Actions
 Rule Exceptions
 Activating / Deactivating Rules
 Delete A Rule
 Use Microsoft Exchange Out Of

Office Assistant

The Journal
 Switch on the Journal
 View the Journal
 Add Journal Entries
 Link a File to a Journal Entry
 Journal Entry Options
 Delete a Journal Entry
 Switch off the Journal

Backup And Restore Data
 AutoArchive
 Change AutoArchive Settings
 Archive Settings for a Specific Folder
 Archive a Specific Folder
 Export Personal Folder Files
 Import Personal Folder Files

Advanced Task Features
 Assign a Task
 Accept or Decline a Task
 Update / Record Task Details
 View Progress of Assigned Tasks
 Send a Task Status Report
 Create an Appointment from a Task
 Share Tasks
 Open Shared Tasks

Advanced Calendar Features
 Share a Calendar
 Open a Shared Calendar
 Create Additional Calendars
 Move Appointments Between Calendars
 Copy Appointments Between Calendars
 Create a Meeting from a Contact
 Create Group Schedules
 View Group Schedules
 Use Group Schedules to Setup Meetings
 Setup Meeting Workspace
 Link to an Existing Workspace

Advanced Contact Features
 Share Contacts
 Open Shared Contacts
 Forward a Contact as a vCard
 Link Items to a Contact
 Link Files to a Contact
 Mail Merge Outlook Contacts to a

Microsoft Word Document
 Mail Merge an E-mail Message to All

Contacts
 Mail Merge an E-mail Message to

Specific Contacts


