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	New Look and Feel!
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	New Menu Options
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Calendar

Today

Thursday
Al day event

Friday
Al day event

PROJECT MANAGEMENT FOR IT
PROFESSIONALS (H.0.Y.8.)

55C Weskly Checlcin Meeting
(Conference Room &)

Bay Area Regional Coordinators (BARC)
Hieeting (Martinez)

Updated: Traiing Tool Content
(Conference Room &)
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Room &)
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Vacation
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utiook Today

Tasks

Search Folders.
Discussed on Page 5

Navigation Pane-
Discussed on Page 4

Messages
Inbox 2
Drafts 3
Outbax o




What’s New under File

New File Topics

· Data File Management

This is used to open or create new Data Files.  Dependant on type of account. 
· Work Offline

When you use a Microsoft Exchange Server email account, working offline allows you to continue working with a local copy of your information.


	What’s New Under Edit

New Edit Topic

· Office Clipboard

This allows you to collect text and graphic items from any number of Office documents or other programs and then paste them into any Office document.
	What’s New Under View

New View Topics

· Navigation Pane (See pg. 4)

· Reading Pane (See pg. 5)

· Expand/Collapse Groups

· Reminders Window 

This will display the Reminder window with any reminders. 



	Remember to check each area, to familiarize yourself with the new functionality.

	

	New Menu Options Continued
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What’s New Under Go

New Go Topics

· Mail (Previously Inbox)
· Notes

Notes are the electronic equivalent of paper sticky notes. 
· Shortcuts

This area contains shortcuts and shortcut groups.  
· Journal
Use Journal to record the dates and times of your interactions with contacts, such as tracking hours spent on a particular account. If you want to create a list of all the items related to a contact, use activity tracking, instead, to link the items to that contact.


	What’s New Under Tools

New Tools Topics

· Rules and Alerts 

(Previously Rules Wizard)
· Mailbox Cleanup

Use Mailbox Cleanup to see the size of your mailbox and its subfolders, run AutoArchive, or empty the Deleted Items folder.
· Macro

This allows the user to create new macros. 

· E-mail Accounts

This is used to create or modified e-mail accounts.

· Customize

This allows the user to customize toolbars, commands and options. 
	What’s New Under Actions

New Tools Topics

· Follow Up 

(Previously Flag for Follow Up)


	New Menu Options Continued

	What’s New Under Help
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New Tools Topics

· Show the Office Assistant

· Microsoft Office Online (Previously Microsoft on the Web)
· Contact Us

· Detect and Repair

· Customer Feedback Options
	Navigation Pane

· The Navigation Pane takes the place of the Shortcut bar. 

· Provides quick access to the principle features in Outlook.  

· Located on the left side of the window.
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Mail.  This provides the user access to all mailboxes. 

2. Calendar.  This displays the calendar. 

3. Contacts.  This will display email addresses and contact information. 

4. Tasks. This will display a list of tasks, along with due date and status. 

5. Notes.  Similar to sticky notes.  Great for a quick reminder. 

6. Folder List.  This will display all the user’s folders in Outlook. 

7. Shortcuts.  This provides the user a way to access their favorite folders. 

	Search Folders

A Search Folder is a virtual folder that lets you see a particular group of messages without having to physically move or copy them anywhere.

It displays messages based on the results of the search criteria you specify when you create the folder.


	With Search Folders, a message can be in two or more places at once.

Search Folders appear along with the rest of your mail folders in the Navigation Pane.
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Outlook creates three Search Folders by default:

· For Follow Up

· Large Mail

· Unread Mail
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Reading Pane

The large Reading pane on the right replaces the preview pane. Users can also place the Reading Pane on the bottom, but in the vertical position shown here, it can display up to 40% more text.

The middle pane shows a grouping of mail by Today, Yesterday, etc., much as Internet Explorer shows your web browsing history. A single-click in the right margin flags a message for follow-up. 

The left column is a context-sensitive navigation pane. It will show different navigation and other tools depending on whether you are working in a mail, calendar, contacts, etc. folder. Users can rearrange the Favorite Folders list at the top to add or remove a folder and list the folders in any desired order. When a user first opens Outlook, the Favorite Folders list shows Inbox, Unread Mail, For Follow Up, and Sent Items.








Look what’s changed with OUTLOOK 2003:


( Outlook 2003 Today    ( New Menu Options


( Search Folders            ( Reading Pane            ( Navigation Pane            
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