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One Window to Your World of Information�Introducing Microsoft Outlook 97, �a breakthrough in workgroup and individual desktop information management. With Outlook, you �and your team can organize, integrate, and manage electronic mail, calendars, tasks, contacts, documents, and schedulingÑall from one window.

�Microsoft Outlook 97 desktop information manager for the Windows¨ 95 and Windows NT¨ Workstation operating systems helps you communicate, organize, and manage all of your information with one centralized application.

Get organized.

Organization begins with the Outlook BarÑthe user-friendly navigation tool �that creates shortcuts to your e-mail inbox, calendar, contacts, tasks, mail folders, favorite World Wide Web sites, and documents.

�

With the Outlook drag-and-drop feature, you can quickly move data, schedule appointments, and prioritize your tasks. You can even use drag-and-drop to create new Outlook items automatically from existing ones.

Communicate with ease.

Outlook provides the e-mail functionality youÕve been �waiting for! YouÕre a step ahead with e-mail features such as AutoPreview, which displays the first three lines of each e-mail message so you can scan through and prioritize them quickly. You can also use Message Flag to mark your e-mail messages with due dates or follow-up actions, and Voting and Tracking to tally your teamÕs opinions on issues. Outlook 97 also gives you powerful personal contact management tools. You can store extensive information about each contact, including multiple phone numbers, addresses, e-mail addressesÑeven an Internet URL.

Use the revolutionary Outlook Journal to maintain an itemized log of your activities and to track your phone calls. Now you can track and find Microsoft Word documents and �e-mail messages based on when you last worked on them, instead of searching for the file names or locations.

�Use Outlook with all of your Microsoft Office applications.

Outlook is fully integrated with Microsoft Office 97 so you can organize and communicate seamlessly across your applications. To take full advantage of this integration, use the new Office Assistant for easy, interactive guidance.

Information and communication have never been so intuitive. Outlook works �the way you doÑyouÕll wonder how you ever managed without it.



Product Highlights



�Outlook 97 puts communication and organization at �your fingertips.

Get organized.

Outlook Bar: In the Outlook Bar youÕll find everything you need to navigate around your desktop. Easily move through your Outlook modules and Office documentsÑeven access your favorite Web sites.

AutoCreate: Use AutoCreate to drag and drop one Outlook item to make another. For example, drag an e-mail message onto your Outlook Calendar �to schedule an appointment automatically.

Multiple Views: Outlook is designed to work the way you do. That includes viewing information exactly the way you want toÑby table, calendar, card, timeline, or icon. Each Outlook module comes with five to 10 views, and you �can customize a view to suit your needs.



�

Find and track Office files fast with the Outlook Journal.

Journal: Track your hours or find files based on when you last worked on �them, instead of by their file names or locations. Set up the Journal to auto-�matically log and store all of your Office documents, contact calls, e-mail, and other communications.

AutoPreview: View the first three lines of every e-mail message. This way, you can scan your messages for fast prioritizing and decision making without wading through them one by one.�

�

�

AutoAddress/AutoName: No more tabbing from field to field to enter data! AutoAddress automatically assigns street, city, state, and ZIP Code¨ to the correct field. And AutoName also separates first, middle, and last names into �the proper fields.

Dial your phone, send e-mail or faxes, or access a Web site from inside your Outlook Contacts.

Multiple Addresses: Store extensive information about each personal contact. Use Multiple Addresses to view up to three postal addresses, four phone numbers, three e-mail addresses, and one Web site for each contact.

Document Explorer: Find any document or file using the Outlook Document ExplorerÑit enhances the functionality of Windows 95 Explorer. YouÕll never have to leave your Outlook window.	Multiple Views: Outlook is designed to work the way you do. That includes viewing information exactly the way you want toÑby table, calendar, card, timeline, or icon. Each Outlook module comes with five to 10 views, and you can customize a view to suit your needs.

Communicate with ease.

AutoName Check: Outlook automatically checks names against your address book so you can correct them before you send an e-mail message.

Message Flag: Flag e-mail messages that youÕve receivedÑor e-mail youÕre going to sendÑwith due dates, reminders, or specific follow-up actions.

Message Recall: Now you can recall an e-mail message after itÕs been sent �to another Outlook user, as long as it hasnÕt been opened by the addressee.

Voting and Tracking: Avoid a flood of e-mail responses by holding an e-mail election. When you need a multiple-choice question answered, use voting buttons to collect responses. Votes are tracked and tallied in one location for easy viewing.

Contact forwarding: Share business cards! Use e-mail to forward electronic versions of your Contacts business cards to other Outlook users.�

Hyperlinks: Outlook automatically recognizes World Wide Web addresses and converts them into hyperlinks, which work in any of your Outlook modules such as Tasks lists, e-mail messages, Calendar, and Contacts. Click a hyperlink to immediately launch your designated Web browser and connect you to the hyperlink Web site.

Task Requests and Tracking: Send a task request to someone else and keep track of its progress with special task management features.

Meeting Planner: Schedule meetings quickly. The Meeting Planner displays the free and busy times of mandatory and optional attendees. Meeting requests and responses appear in the Outlook InBox.

Contact connections: Quickly communicate with others from inside your Outlook Contacts. Dial your phone, send e-mail or faxes, or jump to a Web site at the click of a button. And track your communications in the Journal so you have a record of all your business communications.

Use Outlook with the rest of the Office family.

Drag and drop: Move data quickly and easily between Outlook and Microsoft Office 97 applications. For example, drag and drop text from a Microsoft Word document into an Outlook mail message.

WordMail 97: Send professional and grammatically correct e-mail messages. Use Microsoft Word 97 as your e-mail editor, giving you such tools as AutoText, spelling checker, grammar checker, and Document Map.

Import/Export: Exchange information easily between Outlook and Microsoft Excel, Microsoft Access, and Microsoft Schedule+, and import data from other popular personal information managers.

Mail Merge: Use the Address Book tool in Word to easily merge correspondence with addresses from your Outlook Contacts. You can also use Mail Merge with your entire Contacts list.

TaskLinks: Create an Outlook task from within Microsoft Excel, Word, or PowerPoint¨ without even leaving the application youÕre working in. TaskLinks will add the new task to your Outlook task manager.

Office 97 interface: Apply your knowledge of Microsoft Office products to Outlook. It uses the same familiar interface and many of the same commands �as the rest of the Office family.

Office attachments: Attach Microsoft Office files to any Outlook item, either as standard attachments or as ActiveXTM components.

Offline synchronization: Get organized anywhere. Outlook lets you take information on the road in a paper planner, laptop computer, or personal �digital assistant. Outlook has extensive print formats and supports the Timex¨ DataLink watch.

AutoDate: Outlook automatically changes a text description of a date into the calendar date.



�

Prioritize at a glance. Quickly preview the first three lines of �e-mail messages for fast prioritizing and decision making.



Easily navigate through your Outlook modules and Microsoft Office documentsÑeven access your Internet favoritesÑfrom the Outlook Bar.

Use AutoCreate to drag and drop one Outlook item to make another. For example, drag an e-mail message onto your calendar to create an appointment automatically.



�

�



�

Streamline team information. Share calendars, contacts, and tasks to simplify and improve work flow.



Jump directly to a Web site with automatic hyperlinks. Use hyperlinks in your Outlook tasks, e-mails, contacts, and appointments.

�Inside Microsoft Outlook 97

Technical Features



ItÕs never been easier to get organized��Outlook Bar�Central navigation tool that creates shortcuts to Outlook information, Web favorites, or folders��AutoCreate�Lets you drag and drop one Outlook item to create another automatically��Journal�Logs Outlook communications and Microsoft Office 97 application activities��AutoPreview�Shows you the first three lines of each e-mail message��AutoName Check�Automatically checks and allows you to correct names before you send e-mail��Message Flag�Marks e-mail messages with due dates or specific follow-up actions��AutoAddress�Separates addresses into street, city, state, and ZIP Code, and recognizes more than 40 international postal address formats��View all of your communication in one place��Multiple Views�Displays information in any Outlook folder by icon, table, card, timeline, or calendar, and lets you customize your own views��Document Explorer�	Lets you view, browse, and find Microsoft Office documents��Message Recall�Recalls unread messages after they have been sent��Date Navigator�Lets you drag across days to select days, weeks, or a month��Contact Address Book�Stores multiple e-mail addresses so you can easily send e-mail to contacts��Hyperlinks�Recognizes World Wide Web addresses, e-mail addresses, and file folder locations and converts them into hyperlinks��Use Outlook with the rest of the Microsoft Office family��Consistency with Office 97�Provides the familiar Office interface��Drag and drop�Moves text or data quickly between Office applications and Outlook modules��Mail Merge�Merges Word 97 correspondence with Outlook Contacts��Import/Export�Exchanges information with Microsoft Access, Microsoft Schedule+, Microsoft Excel, and other file formats��TaskLinks�Creates an Outlook task from within another Office application��WordMail 97�Uses Word 97 features such as Document Map, AutoText, and grammar checker with e-mail ���

Specifications

To use Microsoft Outlook 97, you need: 

Personal or multimedia computer with a 486 or higher processor

Microsoft Windows 95 operating system or Microsoft Windows NT Workstation 3.51 Service Pack 5 or later (will not run on earlier versions) 

8 MB of memory for use on Windows 95; 16 MB of memory for use on Windows NT Workstation

26–46 MB hard-disk space required; 31 MB required for typical installation, depending on configuration (use the Office Upgrade Wizard during setup to maximize free disk space)

CD-ROM drive (coupon enclosed for 3.5" high-density disks; CD-ROM contains Microsoft Internet Explorer, Microsoft Camcorder, clip art, and templates not available on 3.5" disks) 

VGA or higher-resolution video adapter (Super VGA, 256-color recommended)

Microsoft Mouse, Microsoft IntelliMouseTM, or compatible pointing device

Additional items or services required to use certain features:

9600 or higher-baud modem (14,400 baud recommended)

Multimedia computer required to access sound and other multimedia effects

Microsoft Mail, Microsoft Exchange, Internet SMTP/POP3, or other MAPI-compliant messaging software required to use e-mail

Microsoft Exchange Server required for certain advanced workgroup functionality

8 MB of additional memory required to run WordMail

Some Internet functionality may require Internet access and payment of a separate fee to a service provider

Money-back guarantee and no-charge support notice:

As with all Microsoft Office 97 programs, you get a 30-day, money-back guarantee. You also receive, at no charge, easy access to the latest technical support information on the World Wide Web at http://www.microsoft.com/support/ and unlimited usability support (toll and connection charges apply).*

For more information

Visit the Microsoft Office 97 World Wide Web site at http://www.microsoft.com/office/�

To accomplish even more, get Microsoft Outlook as part of Microsoft Office 97, Professional Edition, with Bookshelf¨ and IntelliMouse. And for more products that look and work like Microsoft Office, look for the Office logo.



�





*Support services vary outside the United States and Canada. For information on support in other locations, contact your local Microsoft subsidiary. MicrosoftÕs support services are subject to MicrosoftÕs then-current prices, terms, and conditions, which are subject to change without notice.

MAPI-compliant messaging service required to send/receive e-mail.
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