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A2Z Index 

A 
Additional Information, 3-12 
Answer Wizard, 1-11 
Appointment Window, 4-5 
Appointments 

creating, 4-4, 4-5 
creating recurring, 4-7 
deleting recurring, 4-17 
editing, 4-16 
moving, 4-16, 4-17 

Archiving 
automatically, 7-11 
Manually, 7-10 
retrieving archived items, 7-15 

Assigning Tasks, 8-21 
Attachments, 2-21 
AutoArchive 

setting folder options, 7-12 
turning on, 7-11 

Automatic Journal Entries, 6-5 

C 
Calendar 

Appointment window, 4-5 
changing views, 4-3 
creating appointments, 4-4, 4-5 
creating events, 4-4, 4-5 
customising, 4-20 
explained, 4-2 
printing, 4-22 
recurring appointments/events, 

4-7 
using the taskpad, 4-25 

Contents 
help, 1-11 
 

C continued 
Contacts 

additional information, 3-12 
communicating with, 3-16 
creating, 3-2 
editing, 3-11 
printing, 3-19 
viewing, 3-10 

Creating 
appointments, 4-4 
distribution lists, 2-8 
events, 4-4 
folders, 2-32 
journal entries, 6-2 
mail messages, 2-2 
meeting requests, 8-15 
notes, 6-11 
recurring appointments/events, 

4-7 
tasks, 5-2 

Customising 
task list, 5-8 

D 
Delegates 

accepting tasks and meetings, 8-
12 

naming, 8-10 
sending mail, 8-12 

Deleting 
appointments/events, 4-17 
mail messages, 2-37 
rules, 9-6 
recurring appointments/events, 

4-17 
Distribution Lists, 2-8 
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E 
Editing Contacts, 3-11 
Editing 

appointments/events, 4-16 
Events 

creating, 4-4, 4-5 
creating recurring, 4-7 
editing, 4-16 
moving, 4-17 

F 
Files 

including in mail messages. See 
Attachments 

Filing Mail Messages, 2-32 
Filtering the Task List, 5-15 
Flagging Mail Messages, 2-16 
Folder Banner, 1-5 
Folders 

creating, 2-32 
for sharing 

roles, 8-2 
preparing for offline use, 9-11 
setting AutoArchive options, 7-

12 
sharing, 8-2, 8-3 

opening another mailbox, 8-5 
Forwarding Mail Messages, 2-30 
 

G 
Getting Help, 1-9 
Grouping 

tasks, 5-9 
Grouping Mail Messages, 2-15 

H 
Help, 1-9 

contents, 1-Answer Wizard and 
index, 1-11 

Office Assistant, 1-9 

I 
Index, 1-11 
Information Viewer, 1-6 

J 
Journal 

viewing, 6-4 
Journal Entries 

automatic, 6-5 
creating, 6-2 
printing, 6-9 

L 
Loading Outlook, 1-3 

 

A
B
C
D
E
F
G
H
I
J
K
L
M
N
O
P
Q
R
S
T
U
V
W
X
Y
Z

 



Microsoft Outlook 2000 Introductory Course ! Student Workbook ! © 2000 ! www.StudyIT.net 
Index - 3 

A2Z Index 

M 
Mail Messages 

creating, 2-2 
deleting, 2-37 
filing, 2-32 
filing automatically, 7-2 
flagging, 2-16 
forwarding, 2-30 
grouping, 2-15 
including files. See Attachments 
moving, 2-32 
printing, 2-24 
reading, 2-14 
recalling/replacing, 2-10 
replying to, 2-27 
retrieving, 2-37 
Rules Wizard, 7-2 
sending as delegate, 8-12 
sorting, 2-15 

Mailboxes 
opening another, 8-5 

Manual Archiving, 7-10 
Meeting Requests 

accepting as delegate, 8-12 
replying to, 8-17 
tracking responses, 8-17 

Meetings 
scheduling, 8-15 

Menu Bar, 1-5 
Moving Appointments, 4-16 
Moving Mail Messages, 2-32 
My Shortcuts Group, 1-2 
 

N 
Notes 

creating, 6-11 

O 
Office Assistant, 1-9 
Opening 

another mailbox, 8-5 
Organising the Task List, 5-9 
Other Shortcuts Group, 1-2 
Outlook 

explained, 1-2 
loading, 1-3 

Outlook Bar, 1-6 
Outlook Shortcuts Group, 1-2 
Out of Office Assistant, 9-2 

creating rules, 9-2 
deleting, 9-6 
editing, 9-6 
suspending rules, 9-6 

P 
Permissions 

for sharing folders, 8-2 
Planning a Meeting, 8-15 
Printing 

calendar information, 4-22 
contacts, 3-19 
journal entries, 6-9 
mail messages, 2-24 

Progressing Tasks, 5-16 
 

A
B
C
D
E
F
G
H
I
J
K
L
M
N
O
P
Q
R
S
T
U
V
W
X
Y
Z

 



Microsoft Outlook 2000 Introductory Course ! Student Workbook ! © 2000 ! www.StudyIT.net 
Index - 4 

A2Z Index 

R 
Reading Mail Messages, 2-14 
Recalling Mail Messages, 2-10 
Recurring Appointments/Events 

creating, 4-7 
deleting, 4-17 

Replacing Mail Messages, 2-10 
Replying 

to meeting requests, 8-17 
to mail messages, 2-27 

Responses 
tracking to meeting requests 

tracking, 8-17 
Retrieving Mail Messages, 2-37 
Retrieving Archived Items,7-15 
Roles 

for sharing folders, 8-2 
Rules 

creating, 9-2 
deleting, 9-6 
suspending, 9-6 

Rules Wizard 
using, 7-2 

S 
Scheduling a Meeting, 8-15 
Screen Elements, 1-4 
Sharing Folders, 8-2, 8-3 

accepting tasks and meetings as 
delegate, 8-12 

naming delegates, 8-10 
opening another mailbox, 8-5 
permissions, 8-2 
sending mail as delegate, 8-12 

Sorting Mail Messages, 2-15 
Standard Toolbar, 1-5 
Starting  Outlook, 1-3 
Suspending Rules, 9-6 
 

T 
Task List 

customising, 5-8 
organising, 5-9 

Task Requests 
accepting as delegate, 8-12 
creating, 8-21 
tracking progress, 8-22 
tracking responses, 8-22 

Taskbar, 4-25 
Tasks 

assigning to others, 8-21 
creating, 5-2 
filtering, 5-15 
grouping, 5-9 
progressing, 5-16 

Title Bar, 1-4 
Toolbars, 1-5 
Tracking Progress 

of task requests, 8-22 
Tracking Responses 

to meeting requests, 8-17 
to task requests, 8-22 

V 
Viewing 

journal entries, 6-4 
Viewing Contacts, 3-10 
Views (Calendar) 

changing, 4-3 

W 
Working Offline, 9-10 

preparation, 9-11 
 

A
B
C
D
E
F
G
H
I
J
K
L
M
N
O
P
Q
R
S
T
U
V
W
X
Y
Z

 



Microsoft Outlook 2000 Introductory Course ! Student Workbook ! © 2000 ! www.StudyIT.net 
Index - 5 

 


