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m Starting Microsoft Outlook 2003
1.Click the button.
2.Select > >

1. Deleting Outdated E-Mail Addresse
When you begin to enter an e-ma|

m Showing and Hiding the Navigation Pane
1.Select > to toggle between
showing or hiding the Navigation pane.
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m Using the Navigation Pane
1. Click a shortcut to open the desired view.
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i & > pposed to starting Outlook and then O
electing the appropriate commands. To
+ > create the shortcut: -4z
> 1. Right-click the Desktop and select 2.If required, select the desired folder.
o > . m Showing and Hiding the Reading Pane
— 2. Type the following path in the Type the 1.Select > > or to
r > e location of the item text box: "C:\Program show the Reading Pane as desired.
+ + > Files\Microsoft Office\OFFICE11\ 2.Select > >0ffto hide the
OUTLOOK.EXE" /c ipm.stickynote. Reading Pane.
> 3. Click the button, name the shortcut,
and click the button. 1.Click the but.ton on the
When you double-click the shortcut, an Advanced toolbar to show or hide the
Outlook note appears on your Desktop to Reading Pane.
which text can be entered and the note saved. m Displaying the Folder List
+ >New > 3. Viewing Non-Consecutive Dates 1.Select Go> or click the
It is sometimes useful to see several 1 icon in the Navigation Pane.
s i - . non-consecutive dates in a single view, as m Displaying the Shortcut List
opposed to working with the default calendar 1.Select Go > or click the 2]
> views. To view non-consecutive dates: icon in the Navigation Pane.
+ 1|Day > 1. In the Date Navigator, click the first date to m Getting Help While You Work
n N be included in the view. . 1.Click in the text box on
2. Hold the key and click any other dates the Menu Bar.
& 2 you want to view. To remove a date, click it 2.Type the desired help question and press

again. Note that you can display up to 14
non-consecutive days.

+
&l
=
1=
[=]
=5
=3
=i
\%

© 2003 Digital Content Factory Ltd. Microsoft® and Outlook® are registered trademarks of Microsoft Corporation.



