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The Microsoft® Outlook™ desktop information manager is designed to help users with fundamental computing activities, such as organizing information on the desktop, working seamlessly with Microsoft Office applications, and communicating and sharing information with others.

Outlook manages e-mail, calendars, contacts, tasks and to-do lists, and documents or files on the hard drive.  Outlook helps users communicate through e-mail, phone support and group scheduling capabilities.  Outlook also helps users share information by means of public folders, forms and Internet connectivity.  Outlook is scheduled to ship in Office 97 and also as a standalone application.  It is intended to replace Schedule+ in the Office box.

Outlook is the result of years of research on how people organize and exchange information.  Outlook juggles scheduling, groupware, personal information (contacts, tasks), e-mail and documents — all in one place — and allows users to create and view information using a consistent interface.  Microsoft Corp.’s customer research shows that people want better integration across the entire desktop.  Microsoft Office provided this integration in version 4.2 by integrating Word, Microsoft Excel, the PowerPoint® presentation graphics program and Microsoft Access to work together as one.  With Outlook, Microsoft has taken this vision of Microsoft Office and extended it to the rest of the desktop so users can find and use all desktop information in one place.

Following is a summary of the key product features and benefits of Outlook, and the design philosophy behind each:

Organize Desktop Information in One Place

Microsoft learned from its research that users want an integrated desktop environment so they can be more organized and in control of their daily activities.  Outlook makes it easy to organize personal, public (shared) or online information all in one place.  A user can now view information in a variety of ways, and easily find information anywhere on the desktop.

· Work in an integrated environment.  Outlook is designed to manage critical information all in one place:  e-mail, Contact Manager, Calendar, Task Manager, Journal, documents or files.

· Find information easily.  Users can find information easily with special 32-bit Windows® operating system-based Shortcuts, which let users navigate to any private, public or file system folders.  The breakthrough technology of Outlook Journal helps users find a document based on when it was created, not just by what it was called or where it was saved.  Outlook also offers document browsing and retrieval.

· View information easily.  Outlook lets users arrange information any way they want to see it.  Users can apply any of Outlook’s standard five views to information, or they can customize a view using the Field Chooser and Group By Box features.

· Get organized anywhere.  A complete, portable solution, Outlook lets users take information on the road in a paper planner, laptop computer or Personal Digital Assistant.  Outlook offers robust local replication so that any change made on the road can be easily synchronized with the desktop PC upon return to the office.  Outlook also has extensive printing formats and supports the Timex® DataLink watch. 
· Access and manage information from the World Wide Web.  Outlook can be used as a Web Address Book to store, manage and navigate to .url files through integration with Microsoft Internet Explorer or other Internet browsers.  Store favorite Web sites in the Contact Manager or Favorites folder.

Work Faster, Smarter With IntelliSense Features

Customers demand that software reduce manual data entry wherever possible.  Outlook’s unique IntelliSense™ technology features help reduce typing, save time and increase productivity.  

· AutoPreview.  Customers have told Microsoft that determining which messages to read is a big waste of time.  Outlook automatically displays the first three lines of each e-mail message so users can quickly prioritize which messages to read or delete. 

· AutoDate.  Outlook automatically changes a text description of a date (e.g., “the second Tuesday of April”) into a calendar date (e.g., “April 9, 1996”).  Outlook recognizes natural language and converts it to the correct date.

· AutoName Check.  Outlook will check e-mail addresses against the address book to ensure that the message is being sent to the intended person.  Ambiguous names are underlined with a wavy red line to alert the user that a choice must be made.  AutoName Check reduces typing errors and helps ensure that e-mail messages get to the right person — a feature that is particularly useful for routing confidential information.

· AutoCreate.  Outlook automatically converts one Outlook item into another, which saves the user from retyping.  For example, many e-mail messages are also to-do items.  With AutoCreate, the user simply drags and drops the e-mail message into the Task Manager, and Outlook automatically converts the e-mail message into a task.  This works for any Outlook item:  e-mail, contacts, tasks, calendar or notes.

· Drag and drop between modules.  Users can drag and drop information between Outlook modules and Office applications.  For example, users can drag information in a Word document into a new 
e-mail message.  Or, users can drag and drop a contact card into a new Word document to get instant address information.

· AutoName and AutoAddress.  When a user adds a new contact into the Contact Manager, Outlook automatically parses out a contact name and address.  A user simply types in a contact name, and Outlook will parse the name into the prefix, first name, middle name, last name and suffix.  The user doesn’t have to do additional typing in the name fields. Likewise, Outlook will correctly parse out address information for almost 30 countries.  It will also change countries to the postal-recognized name.  For example, if the user types “Holland,” Outlook will change it to “Netherlands.”

· AutoJournal.  Outlook automatically records entries in the Journal.  

Integration With Microsoft Office

Customers continue to expect consistency and integration throughout all the Microsoft Office applications.  Microsoft designed Outlook to integrate seamlessly with the rest of Office 97 so users can be organized across applications and easily share information throughout their organization.  Outlook builds on innovative OfficeLink features such as these:

· Users have all the great WordMail features and formatting of Word 97 in the Outlook e-mail.

· Users can take advantage of the Outlook Contact Manager and Word Mail Merge integration.

· Users can attach Office files to any Outlook item (i.e., appointments, tasks, contacts or e-mail).

· Outlook Journal can be used to find an Office file (or Outlook item) with respect to the time the user worked on that file, not what it was named or where it was saved.  Outlook automatically notes when a user works on any file.  

· Users can drag and drop between Outlook items and Office applications.

· Users can create tasks from Word, Microsoft Excel or PowerPoint.

· Users can easily bring in data from Microsoft Access, Microsoft Excel or Schedule+ with the Import/Export Wizard.

· Outlook provides Office with a single address book that can be the user’s Personal Address Book.

· Users can share the consistent Office title bars, command bar, pull-down menus, shortcut menus, tabbed dialog boxes, toolbars, icons and right-mouse clicks.  

Communicate and Share Information Easily 

Users do not work alone; they are constantly sharing information with others, whether with internal co-workers or external partners.  Users expect computers to assist them in daily communication.  A key design goal of Outlook was to improve e-mail, group scheduling and online capabilities. 

· Full MAPI client.  Outlook is a full MAPI client, so it can work with all e-mail systems that support MAPI, including Microsoft Exchange Server, Microsoft Mail Server and public e-mail systems such as the Internet, CompuServe® and MSN™, The Microsoft Network.  It is the premier messaging client from Microsoft.  

· Upgrades and interoperates with Microsoft Exchange client and Schedule+.  Outlook works with earlier versions of Microsoft Mail, Microsoft Exchange client or Schedule+ without requiring a server upgrade.  Outlook is a Microsoft Exchange Server client for Windows-based 32-bit systems.  For customers with cross-platforms needs, Microsoft Exchange client and Schedule+ is recommended.  

· MessageFlag.  This allows a user to flag e-mail messages to help prioritize follow-up actions (e.g., reply, read, for your information).  Users can easily sort by MessageFlags and track completion.  

· Voting.  Microsoft learned that a lot of e-mail messages are polling other people to vote on a question or issue.  Outlook has made it easy to manage votes, including providing customizable Voting Buttons that will appear in the message header and the ability to track responses.

· Message Recall.  This allows a user to recall a sent message, as long as the recipient has not opened it.  Users can also replace a sent message with another e-mail message.

· Meeting planner.  The new meeting planner makes it easy to schedule group meetings by helping  users invite attendees and check available times.  It will even automatically pick the next available time for all attendees.  

· Contact Manager.  Users can dial a phone (and keep a record of the call), send e-mail, send a fax, or jump to a Web site from Outlook’s Contact Manager.  Users can also make phone calls from anywhere in Outlook.  

· Calendar, contacts and tasks.  Improve workflow and communications.  Users can share information by publishing to a Microsoft Exchange Server public folder, or by posting to an Internet or intranet site.  Outlook supports varying levels of access privileges.

· Import and export.  Outlook imports and exports information from and to all Microsoft calendar and mail products, as well as the leading competitive PIM and messaging products.
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