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Microsoft Outlook 98 Enhancements Guide

Computer users today have no shortage of information, and no shortage of tools for storing or accessing that information.  Information resides in paper planners, e-mail folders, personal information managers, collaboration systems, relational databases, and on the Internet — everywhere and anywhere, but not often enough can it be found when users need it.

In addition, more than 40 percent of the people who use software suites want their suites to include a software application that can manage tasks and appointments, organize information, share information with others, and keep track of whom they need to contact.

With Outlook™ 97, Microsoft® delivered a breakthrough product, uniquely addressing these requirements and combining industry-leading support for the following capabilities:

· Electronic mail

· Personal calendar and group scheduling

· Personal information such as contacts and tasks

· Custom collaboration and information-sharing applications

Outlook 98 builds upon this product vision, particularly in the areas of Internet standards support, integration with Microsoft Internet Explorer 4.0, ease of use and simplicity, and support for collaborative solutions.  Outlook 98 is the premier messaging and collaboration client for Internet-based messaging systems, including Microsoft Exchange Server.  This enhancements guide will help users understand how Microsoft Outlook 98 upgrades and enhances Microsoft Outlook 97. (It is assumed the reader is familiar with Outlook 97.  If more information is needed, please see the Outlook 97 Product Enhancements Guide on http://www.microsoft.com/outlook.)

In addition to this guide, the following related Microsoft Outlook white papers on our Web site may be helpful:

· Outlook Client Family Overview and Feature Comparison Table

· The Microsoft Outlook Features and Configuration Guide which explains features available when using Outlook with various messaging systems, including Microsoft Exchange Server and Internet mail service providers.

Executive Summary

The design goals of Microsoft Outlook 98 are the following: 

· Make the product easier and simpler to use.  Based on customer feedback from Outlook 97, the Outlook 98 development team focused on usability enhancements that make it easier to discover and use features.  
· Improve performance, and make setup and configuration easier.  

· Provide industry leading support of Internet standards.  These include simple mail transport protocol and post office protocol 3 (SMTP/POP3), Internet mail access protocol 4 (IMAP4), lightweight directory access protocol (LDAP), Dynamic HTML, secure multipurpose Internet mail extensions (S/MIME), network news transport protocol (NNTP), vCard, vCalendar, and iCalendar (for Internet Free/Busy time). 
· Further advance e-mail and information management.  E-mail and information management have become primary, everyday activities.   Outlook 98 introduces innovative features to further advance the state of the art in e-mail, calendar and information management features, usability and integration.
· Enable collaboration across the Web or with Microsoft Exchange Server.  Outlook 98 takes the Internet beyond just Web pages and electronic mail, enabling new ways to collaborate and share information across the Internet.  For workgroups and enterprises, Outlook, combined with Microsoft Exchange Server, is a complete solution for developing and deploying a wide variety of collaborative applications, from contact management solutions for workgroups to enterprise-wide workflow and tracking applications.  
The Microsoft Outlook Architecture

The major improvements and differences in Microsoft Outlook can be best understood by examining how Outlook compares with other e-mail, calendaring, and personal information management (PIM) products.  Microsoft Outlook introduces the following architectural improvements:

· Unified e-mail and personal information in a single application with a single database

· Support for multiple types of views -- users can apply any type of view to any type of information

· New capabilities for designing custom forms and collaboration solutions

· Compatibility with a range of e-mail and group scheduling servers, and support for all commonly used Internet messaging, scheduling and collaboration standards 
Unified User Interface and Database

Outlook combines e-mail and group scheduling in a single application, storing all of the user’s information in Microsoft Exchange folders.  This unification enables the following new functionality:

· Users can navigate between their e-mail inbox, calendar and other modules with a single mouse-click.

· Commands for sorting and filtering information are the same in all modules.

· Users can easily drag and drop items from one module to another.  For example, users can drag an e-mail message to the Calendar to convert the message into an appointment.

· Searching can span modules.  For example, a single search can return all related messages, appointments, tasks and contacts.

· In addition to the Microsoft ActiveX™ technology object model in Outlook, developers can access scheduling information using MAPI in high-performance client- and server-based applications.

· Using Outlook with Microsoft Exchange Server, a single command replicates and synchronizes all of the user’s e-mail folders, public folders, calendar and personal information.

Multiple View Types

Outlook supports five types of views — Table, Calendar, Card, Icon and Timeline — that users can customize into an unlimited number of personal or shared views.  Table, Calendar and Icon views are probably familiar to most users.  The Card view resembles a list of business cards or index cards that concisely displays key information, and the Timeline view arranges items chronologically on a horizontal time line.

Other products have included multiple types of views, but Outlook is unique in offering a wide array of view types in a single application while providing common commands for displaying, filtering, sorting and grouping information regardless of view type.  Moreover, with Outlook, users can apply any view to any data.  In the past, users could view e-mail with only a table view or schedule information with only a calendar view.  The Outlook architecture eliminates these arbitrary limitations.  Users can browse a list of annual events in their calendar in a table view, or they can apply a calendar view to their Sent Mail folder to organize messages by the date they were sent.

Customizable Views and Forms and Outlook Objects

Outlook views and forms – the tools used to inspect and modify the information stored in Outlook or Microsoft Exchange Server, can be customized for individual use or for use in collaborative applications. In addition, applications such as those built with Microsoft Visual Basic® development system or Microsoft Office can access Outlook functionality using the Outlook object model.

For most users, the standard Outlook views and forms are well suited to the way they work with their e-mail, schedule, contacts, etc. More advanced end-users, and developers, can modify existing views and create new views by dragging and dropping columns from the Field Chooser. New columns can also be created using the Field Chooser, thereby extending Outlook to store new, custom information fields.  When used with Microsoft Exchange Server, users of Outlook Web Access or other Web-based applications can automatically use Outlook views in a Web browser.

Outlook contains an integrated set of forms design tools that enable advanced end users to customize individual forms, such as the Contact form, for personal information management. Developers can use these tools to create new forms for use in information sharing, workflow and tracking applications with Microsoft Exchange Server. Custom Outlook forms are 32-bit and support many features necessary for workgroup computing, including security, custom actions, data validation, calculated fields, and number formatting.  Developers can extend their custom forms using Visual Basic Scripting Edition (VBScript) and ActiveX Controls. Outlook forms can also be extended for use in a Web browser when using Outlook with Microsoft Exchange Server and the Microsoft Internet Information Server.

The data and functionality in Outlook can be included in applications using the Outlook object model, which is a collection of objects and methods based on the feature set of Outlook. The object model is primarily designed for developers using Visual Basic and Office 97 who wish to include messaging, contact management and collaboration features in their applications.

The combination of these architectural elements with a focus on the everyday activities of users has made Outlook a powerful, flexible and easy-to-use tool for organizing and communicating information.  The following sections of this document will examine more closely each major feature area of Outlook 98.

Usability Enhancements

Microsoft Outlook 98 includes the following enhancements to make features intuitive and easy to discover.
Feature Name
Summary

Outlook™ Today
Customizable “day at a glance” view in Outlook summarizes Mail, Calendar and Tasks. Optionally displayed as first view when starting Outlook 98.

Simplified Menus and Toolbars
The most common and useful commands are more accessible in both views and forms.

Customizable Toolbars
Power users can easily customize the toolbars.

Find Tool
Quickly find messages, appointments, tasks or other information with easy Web style searching.

Organize Tool
Powerful Outlook e-mail organization features such as folders, views, and rules are easier to use.

Simplified Options Dialog
Options dialog is simplified and streamlined.

Folder List access
More easily turn folder list display on and off.

Enhanced Tooltips
Tooltips for column headers, text clipped in a view, and scrolling in views.

Microsoft Internet Explorer 4.0 Integration
Start Outlook from Internet Explorer 4.0’s Quick Launch Bar, or Go menu. Send web pages in email messages and create contacts from Internet Explorer 4.0.

Performance Enhancements

Outlook 98 includes the following key performance enhancements.

Feature Name
Summary

Common tasks faster
Faster Start/Shut Down, switching between modules, opening of Meeting Requests, free/busy lookup.

Background E-mail download
Continue to work in Outlook while mail is downloading

Faster E-mail download
Downloading mail is faster

Scheduled download
Periodically dial up and retrieve new e-mail. 

Smart Dial-Up Options
Easily configure options for time- and money-saving connections to Internet e-mail providers.

Enhanced Synchronization of Offline Folders
Background, scheduled and filtered synchronization of Microsoft Exchange Server offline folders.

Online Calendaring Performance
Improved performance based on use of background synchronized local copy of Microsoft Exchange Server calendar information. 

Background Folder Archive 
Work with Outlook while folders are archived

AutoDetect connection
Automatically determines when connection to an Internet service provider becomes available or goes away. 

Setup and Configuration Enhancements

Outlook 98 includes the following enhancements to make setup and configuration smooth and easy. 

Feature Name
Summary

Optimized Installations
Outlook installations can be optimized for Internet provider, Microsoft Exchange Server, or no E-mail.

Outlook Setup Wizard
Automatically detects appropriate installation options and imports existing accounts, profile information, folders and personal address books from earlier Outlook versions, Outlook Express, Netscape Messenger or Eudora.

ActiveSetup 
Efficient installation of Outlook and Add Components over the Web. Shared with Internet Explorer 4.0.

Add Components
Less commonly used Outlook components, such as Fax, Developer tools, PIM converters are not included in some install options to conserve space.

Microsoft Internet Explorer 4.01 Integration
Integrated setup of Internet Explorer 4.01.

Multiple Account Management
Easily setup and manage multiple POP, IMAPI and LDAP servers connections

Enhanced PIM Import
Enhancements to existing PIM importers and support for Ecco Pro 4.0, Lotus Organizer 97GS, and Act! 3.0.

Internet Standards

Outlook 98 includes industry-leading support for the following Internet standards. 

Feature Name
Summary

POP3/SMTP
High performance Internet e-mail. Full multiple account support.

IMAP41
High performance Internet e-mail and server based mail storage. Full multiple account support.

LDAP1
High performance Internet directory access including search and check names. Full multiple account support. 

NNTP - News Reader1
High performance Internet news reader. Shared with Internet Explorer 4.0.

HTML and MHTML Mail
Send and receive HTML formatted mail. From simple formatted text to complete Web pages.

S/MIME
Send and receive signed and/or encrypted Internet mail. Use 128 bit encryption in the US version. Common Key/Certificate management shared with Internet Explorer 4.0.

vCard – Internet Contacts Format
Easily send and receive contact information as Internet vCards. 

vCalendar - Internet Appointments 
Send and receive meeting request information over the Internet. 

iCalendar - Internet Free/Busy1
Share calendar free/busy information over the Internet. 

1 
Available when using Outlook in Internet Mail configuration.

E-mail and Information Management Enhancements

Outlook 98 includes the following broad set of new features and enhancements to further advance e-mail and information management. The table is organized by feature area. Note that many of the features listed in previous tables could also be included in this section but are not repeated for brevity.

Feature Area or Name
Summary

Sending/Reading Messages


Preview Pane
Quickly view messages without opening. Includes support for attachments, hyperlinks and HTML mail.

HTML Mail Editing
WYSIWYG editing of fonts, HTML Styles, hyperlinks, and reply ticking.

Per-Message Microsoft Word Mail
Easily compose a particular message using Microsoft Word.

Spelling Enhancements
Select a spelling language and edit custom spelling dictionary in spelling options.

Multiple Signatures
Easily use and manage multiple signatures that can include HTML, RTF, and plain text.

Stationery
HTML Stationery including font selection, hyperlinks and backgrounds. 

Stationery Picker
Stationery Picker and ability to set default and per-message stationery.

Auto Format Reply
Automatically reply to messages in the same format as received message.

Per-Recipient Preferred Format 
Warning when sending formatted mail to recipients in Windows Address Book who prefer plain text only.

Send from Account 
Easy per-message option to choose which of multiple POP3 or IMAP4 accounts to send from.

Managing/Organizing E-Mail


Rules Wizard
Built -in Rules Wizard with enhancements to add-on previously available for Outlook 97.

Conditional Formatting
Use rules to automatically highlight important items in views using different colors and fonts.

Junk E-mail Management
Automatically recognize, flag and dispose of unsolicited junk e-mail.

Auto-Save
Automatically save unsent notes in Outlook’s “Drafts” folder.

Drafts Folder
Convenient storage of unsent notes to reduce Inbox clutter.

Folder Size Feature
Easily display total disk space currently used by a folder and its subfolders.

Microsoft Internet Explorer 4.0 Security Integration
Use Internet Explorer 4.0’s Security Zones to set warning level for received mail containing controls or applets.

Filter on Account Received From
Organize e-mail using group-by, conditional formatting and rules based on account mail is received from.

Remote Mail Headers in Offline Folders2
Support for remote mail header when using Microsoft Exchange Server offline folders.

Calendar


Meeting Requests via Internet
Send and receive meeting request information over the Internet between vCalendar compliant applications.

Free/Busy via Internet2
Share calendar free/busy information over the Internet between iCalendar compliant applications.

AutoPreview in Calendar 
First 3 lines of details of appointments displayed word-wrapped in Day/Week/Month calendar views.

Five Day Week View
Option to omit display of weekend days.

Enhanced Calendar Printing Options
Print word-wrapped details of appointments. Print exactly one month per page.

Microsoft NetMeeting Integration
Easily schedule real-time meetings and automatically start NetMeeting.

Contacts


Exchange Contact information via the Internet
Easily send and receive Contact information over the Internet between vCard compliant applications.

Fully Customizable Contacts
Easily add custom fields and scripts to the first page of Contacts form.

Automatic Map
Automatically download a map to a Contact’s address from Microsoft Expedia™ travel service Web site.

Flag Contact for Follow-up
Easily add a follow-up flag (reminder) to a contact.

Multiple Contacts Folders in Windows Address Book
Windows Address book provides access to multiple Outlook Contacts Folders.

Automatically add Message’s sender to Outlook Contact list
Option to automatically add the Sender of an email message to Outlook Contact list when replying to the message.

Integration and Other Enhancements


Windows CE Pocket Outlook Integration
Easily synchronize mail, contacts and tasks with Pocket Outlook on Windows CE 2.0 palmtop devices.

Enhanced Fax Support3
Makes it easy to send and receive faxes from within Outlook, including automatically faxing file attachments.

Share Outlook Folders via the Internet
Easily share and synchronize Outlook folders with other Outlook users across the Internet.

Collaboration Solution Enhancements

Customization of Standard Outlook Forms
Change the layout of the contact form. Replace any standard Outlook form.

Easier Design and Publishing of Custom Forms
Simplified design menus. Design a form simultaneously in design and runtime mode. Easier distribution of forms with third-party controls. More consistent “click event” handling.

Enhanced Forms Scripting Tools
Integrated debugger and object browser.  Script editor enhanced with Find,  Replace and status bar.

Object Model Enhancements
Display the standard dialog for choosing folders. Simplified meeting request and recurring appointment objects. Automatic resolution of e-mail addresses. Dual interface for high performance access from Visual Basic, C/C++ and Java programs.

2 
This subset of the soon-to-be-finalized iCalendar standard is available only when using Outlook in Internet mail service configuration.

3 
Available when using Outlook in Internet Mail configuration.

Usability Enhancements

Outlook™ Today

Outlook 98 gives users the power to manage e-mail, calendar and task information in one place.  The innovative new “Outlook Today” view gives users a customizable “day-at-a-glance” summary of upcoming meetings, tasks due, and how many e-mail messages have arrived overnight--all without switching between windows.

[image: image1.wmf]TM

Fig  AUTONUM  Outlook Today

Users can choose to have Outlook Today displayed as the default view when they start Outlook 98 to quickly prioritize their work.

Outlook Today displays information using the familiar and attractive style of a Web page. The information in the view is hyperlinked, so users simply click on any of the information in the view to “drill in” to the associated information in more detail, or to check off a completed task.

Users can easily customize Outlook Today, including options for which e-mail, calendar, tasks and Web page links of interest are displayed. And, because the Outlook Today view is defined using HTML, corporate IT departments can optionally deploy a customized Outlook Today view that includes dynamic information specifically tailored for their company or workgroup. 

Note: Although Outlook Today provides users with a powerful time-saving summary view, it is not intended to replace the Inbox, Calendar or Task modules.  The concise “day-at-a-glance” goal of Outlook Today is not compatible with a complete set of features for reading and managing e-mail, calendar and tasks.

Simplified Menus and Toolbars

Because Outlook is a tremendously powerful product, some Outlook 97 users were intimidated by the number of commands on the menus and toolbars and had difficulty discovering many useful features. Microsoft employed field studies, usability lab testing, and contextual studies to simplify Outlook 98 menus, toolbars and many dialog boxes to make the most useful commands easier to discover and use. Outlook 98 is still a powerful product—it includes all the features of previous versions plus many enhancements.  Outlook 98 simply makes it easier for users to discover and wield the power.

Simplified Menus

The menus have been simplified to provide quick access to the most appropriate commands in every situation. Some examples include the following:

· The Outlook 97 View menu had 15 commands, including many that were infrequently used. The new Outlook 98 View menu has only eight commands.  If the users want to change the view, the Edit View dialog box  provides a clear and easy interface.
· A new common Actions menu for all forms and views provides quick access to the appropriate commands for all forms and views. This menu replaces differently named menus found in each type of item and view in Outlook 97.
Simplified Toolbars

Like menus, Outlook 98 toolbars have been simplified to provide more discoverable, easier access to the most appropriate commands in every situation. Some specific enhancement examples include the following:

· A smaller number of buttons are displayed on all the toolbars. 

· Important buttons now include text labels.
If users prefer the toolbar from Outlook 97, they have the option to display it as an Advanced toolbar.

Customizable Toolbars

Power users can easily customize the toolbars. If the new simpler toolbars don’t include a favorite command, users can simply drag and drop the command onto the toolbar using the standard customization feature found in Microsoft Office applications.

There is also an option to display the old (advanced) toolbars found in Outlook 97.

Find Tool

Hunting down old messages is a very common task.  Microsoft found that many Outlook 97 users scrolled manually through long lists of messages to find a specific message, rather than using the Find dialog box. 

The innovative Outlook 98 Find tool makes it quick and easy for users to search for messages, appointments or tasks using a Web style search with a single text box to specify the desired. The Find tool intelligently searches the appropriate fields and displays the results of the search -- all within the same window. The following figure shows how the Find tool’s friendly interface is displayed in place of the folder to be searched, rather than a separate dialog box.
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Fig  AUTONUM  Outlook 98 Find Tool

The Find tool provides simple instructions for refining unsuccessful searches as well as links that can be clicked to display the Advanced Find dialog box. This dialog box provides a guide that can teach the user about the more advanced and powerful Outlook 98 search features should they require them.

Organize Tool

Today’s increasing volumes of e-mail can be a challenge. The new Outlook 98 Organize tool provides easily discoverable access to Outlook’s powerful e-mail organization features, including folders, views and rules. 
The Web page like interface and easy-to-follow instructions guide the user through the following e-mail organization and management features:
· Using Folders.  Using folders to file messages is a simple task for intermediate and advanced users, but beginning mail users often simply let mail pile up in their Inbox. The Organize tool’s Folder tab guides users through creating a folder and moving one or more selected messages to the folder.


[image: image3.png]box .

> ® Move message selected below to [Fromotions =] move
Using Folders

@  Create arule to move new messages [from =] [fom Wilams | ino [Frmtions = [cee

T view ar edit your rules, and for more advanced optians, clik "Rules Wiiard” above,

|
% 8lFrom | Subject [Received © E|
8 Jeff Weems Introduce you to Michael Graff Mon 12/8/97 8:03 PM
Mon 12/8/97 7:45 PM
& 8 Jeff Weems - Mon 12/8/97 10:15 AM
& 0 Jeff Weems new york sidewalk site Mon 12/8/97 8:34 AM





Fig  AUTONUM  Outlook 98 Organize Tool – Using Folders (and Folder Rules) Tab
· Using Rules.  Many users have not discovered how useful rules can be to automatically file incoming messages into folders. The Organize tool’s Folder tab guides the user through creating such rules and will automatically create a rule based on the selected message.

Users can also click a link to display Outlook’s powerful Rules Wizard to further edit rules or create more complex ones.  More information on the Rules Wizard is provided later in this document.

· Using Conditional Formatting (Colors).  The Organize tool’s Conditional Formatting (Colors) tab guides users through creating rules to highlight matching messages with a different color or font so important messages can stand out in over-stuffed inbox folders. Users can automatically create a rule based the currently selected message.

Users can also click a link to display an Advanced Dialog box to further edit the conditional formatting rules or create more complex ones. 
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Fig  AUTONUM  Outlook 98 Organize Tool – Conditional Formatting (Colors)Tab

· Using Views.  Outlook 97 had many rich views but research showed that many users did not discover them. The Organize tool’s Views tab guides users through selecting or creating views to organize and group messages.

Users can also click a link to display an Advanced Views Dialog box to edit the views or create more complex ones. 
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Fig  AUTONUM  Outlook 98 Organize Tool – Using Views Tab

· Junk E-mail Management.  The explosion of Internet mail has unleashed junk e-mail on the world. Microsoft has analyzed thousands of pieces of junk mail and developed filters that identify junk mail such as commercial bulk mail and mail suspected of having adult content. 

The Organize tool’s Junk Mail tab guides users through creating rules that automatically handle mail identified by the Junk Mail filters and from user- maintained Junk Mailers List.  Users can choose to highlight such mail by color or move it to a folder for later review and disposal.

Outlook 98 is designed to allow new junk e-mail filters to be plugged in should commercial junk e-mailers attempt to work around the current filter.
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Fig  AUTONUM  Outlook 98 Organize Tool – Junk E-mail Tab

Simplified Options Dialog

The Outlook 98 Options dialog box is simplified and streamlined in comparison to previous releases.  It displays only a single row of tabs and logically groups sets of options in dialog boxes. 
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Fig  AUTONUM  Outlook 98 Options dialog box 

Folder List Access

In Outlook 97 the folder list could be displayed by clicking the folder bar button, but there was no easy way to keep the folder list open. Outlook 98 makes this easy using a push pin.
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Fig  AUTONUM  Outlook 98 Folder List Push Pin

Enhanced Tooltips

Outlook 97 users did not know what some of the columns of information in views stood for, so tooltips were added to the column headers to define them.  For example, the paper clip icon means the message includes an attachment.  Tooltips are also provided for text that is clipped in a view.
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Fig  AUTONUM  Outlook 98 Tooltip for text clipped in a view 

Microsoft Internet Explorer 4.0 Integration

In addition to continuing Outlook 97’s tight integration with the Microsoft Office suite, Outlook 98 and Internet Explorer 4.0 offer the convenience of great integration.  Examples include:

· Start Outlook from Internet Explorer 4.0’s Quick Launch Bar and Go menu.

· Send mail and create contacts from Internet Explorer 4.0.

· Send links to the currently viewed web page, or the entire web page as MHTML email.

· Common user interface elements

· Shared HTML rendering with industry-leading support of advanced HTML features such as dynamic HTML

· Real-time meetings using NetMeeting can be scheduled using Outlook, and effortlessly started on time. See the Calendaring Enhancements section for more information on this feature.

Performance Enhancements

Common Tasks are Faster

To make users more productive, Outlook 98 performs the following common tasks faster than Outlook 97:

· Startup and Shut Down.

· Read messages without opening them in a separate window using the built in Preview Pane.

· Switch between modules. For example from Inbox to Calendar.

· Meeting Requests open faster and can be more quickly accepted or declined.

· Look up free/busy information for meeting invitees when used with Microsoft Exchange Server’s group scheduling.

E-mail Download Performance and Feature Enhancements

Downloading mail from an Internet mail service provider is a very common activity and one in which Outlook 98 excels.

Faster Download

Outlook 98 gives users industry-leading speed when downloading e-mail from Internet mail service providers, saving time and applicable connection charges. 

Background E-mail Download

Users can continue to work productively in Outlook 98 while mail is downloaded “in the background”, and stay informed about progress of the download via a progress indicator.

Scheduled Download

Users can easily configure Outlook98 to automatically dial up and retrieve new e-mail at periodic intervals, perhaps unattended at night when network loads or applicable connection charges are lower. 

Download Connection Options

The Dial-Up Options dialog box helps users easily configure Outlook 98 for convenient connections, and saves time and money when connecting over a slow link or when network loads or applicable connection charges are high.  Some of the options include the following:

· Automatically hang up when finished sending and receiving mail.

· Warn before switching the dialup connection when connecting with multiple Internet mail service providers.

· Dial network automatically to check for new mail.

· Download only the messages that are smaller than user-specified size so large messages can be left on the server until a faster connection or more time is available.  
Enhanced Synchronization of Offline Folders

In conjunction with Microsoft Exchange Server, users can use Offline folders to store messages, calendar and other information on the server where it’s secure and can be shared, but also work with a synchronized copy of that same data in Outlook when not connected to the server. When users are back online, the Offline folders are automatically synchronized with the information stored on Microsoft Exchange Server.

Outlook 98 offers several performance enhancements for Microsoft Exchange Server Offline folders.

Background Synchronization.  With Outlook 97, users could not continue to work in Outlook while Offline folders were being synchronized. With Outlook 98, users can continue to work productively with Outlook while it synchronizes Offline folders in the background.

Scheduled Synchronization.  In addition to synchronizing Offline Folders in the background, Outlook 98 allows users to schedule the background synchronization to happen automatically at periodic intervals, so users will always be ready to undock their laptop and go, and automatically have up to date information in their Offline Folders.  Administrators can specify a default and minimum synchronization interval for users to select.

Filtered Synchronization.  Offline folders are a key feature of many collaboration applications built with Outlook and Microsoft Exchange Server, because users need to work with the applications when online or offline. 

For example, a public folder of shared contacts or a public discussion folder for tracking product questions might contain thousands of contacts and items respectively. With Outlook 97 users had to synchronize all 4,000 items into their Offline folder. With Outlook 98 users can easily specify a filter and synchronize only items of interest based on any property that Outlook can filter.
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Fig  AUTONUM  Outlook 98 Filtered Synchronization of Offline Folders Options
Online Calendaring Performance

Outlook 98’s background synchronization feature described in the previous section is also used to improve performance for users who work primarily connected to Microsoft Exchange Server. Outlook 98 automatically configures important default folders such as the Calendar to work from a local synchronized folder and synchronizes the local folder with Microsoft Exchange Server periodically.  This enhancement improves performance for Outlook98 users by making access to their calendar local, and it decreases the load on Microsoft Exchange Server so Exchange Server performance and scalability also improves.

Background Folder Archive 

Because users of Outlook 97 could not continue to work in Outlook while their folders were being archived, they often resisted creating archives. Outlook 98 users can continue to work productively with Outlook 98 while Outlook archives folders in the background.

AutoDetect Connection

Outlook 98 automatically tracks whether the users’ machines are connected to an Internet service provider.  If users are already dialed in, Outlook 98 recognizes this and optionally starts delivering mail. If users disconnect from the service provider, Outlook handles the disconnection gracefully.  Outlook also honors Internet Explorer 4.0’s “Work Offline” command and will go online and offline along with it. 

Setup and Configuration Enhancements

Outlook 98 is set up and configured using Microsoft’s new Active Setup technology, which is also used to install Internet Explorer 4.0. Outlook 98 includes the following enhancements to make setup and configuration smooth and easy.

Optimized Installations

Because there are many ways to send and receive e-mail, Outlook 98 lets users optimize their installations to fit the way they work. Many customers use only an Internet Service Provider (ISP) for their e-mail, or an Internet-standard (such as POP3/SMTP or IMAP) server in their enterprises.  For these businesses, Outlook 98 can be easily configured for optimal performance and a complete feature set for Internet e-mail. Outlook can also be optimized for corporate and workgroup users who work with Microsoft Exchange Server, Microsoft Mail or other third party mail systems in addition to, or instead of, Internet mail. Finally, some users want to use Outlook’s extensive contact, task and schedule management features without any e-mail at all, and Outlook can be optimized for that usage pattern as well.  Users can switch to another optimized configuration as their needs change. For example, they can switch from the No E-mail configuration to the Internet Only configuration by simply adding an e-mail account.  Switching from the Internet Only to the Corporate or Workgroup optimized installation is easily done using the Add Components Web page.
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Fig  AUTONUM  E-mail Setup Options for optimized installation

Outlook Setup Wizard

The Outlook Setup Wizard automatically detects previous versions of Microsoft and competitive e-mail clients, and uses this information to optimize and simplify the users’ configuration of Outlook 98. The Setup Wizard also detects existing account information, such as Internet mail accounts or MAPI profiles, and automatically configures Outlook to use those accounts. Switching from other e-mail clients is simple, as the setup process automatically imports messages and address-book information from Outlook Express, Eudora and Netscape mail products. Outlook Express Inbox Assistant rules are also automatically imported.
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Fig  AUTONUM  E-Mail Upgrade Options during Installation

Active Setup

Outlook 98 uses Microsoft’s innovative Active Setup, also used on Internet Explorer 4.0. Active Setup is an efficient, modular setup engine that optimizes network connection time by downloading only the initial install engine and identifying any potential problems (such as insufficient disk space) before downloading any application components. Active Setup also detects server problems during installation and seamlessly switches to a new server.
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Fig  AUTONUM  Active Setup Installation Options
Add Components

Adding optional components to Outlook 98 after the initial configuration is easier with the Add Components Web page in Internet Explorer.  With Add Components, product components such as fax tools and the Timex® Watch utilities are available from a single, easy-to-use source.

Microsoft Internet Explorer 4.0 Setup Integration

Outlook 98 requires and will install some components of Internet Explorer 4.01.  For example, Outlook 98 uses the Internet Explorer 4.01 editing and rendering engine for HTML mail.  Customers using Internet Explorer version 3.0 will automatically be upgraded to version 4.01 when they install Outlook 98.  However, Outlook 98 does not require the use of Internet Explorer as the default Web browser.  In addition, if Internet Explorer 4.01 is already installed, Outlook will not reinstall it.

Multiple Account Management

With Outlook 98, multiple POP3 or IMAP4 e-mail accounts and LDAP directory accounts can be easily managed. For example, users that have one Internet account at work and another with an Internet Service Provider for personal use, can have messages from both accounts conveniently delivered to their Outlook 98 Inbox. 
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Fig  AUTONUM  Internet Accounts dialog box

Enhanced PIM Import

To help users migrate from other personal information management applications, the Import/Export Wizard in Outlook 98 has been enhanced to import information from three more programs, Ecco Pro 4.0, Lotus Organizer 97GS, and Act! 3.0.  (Note that the Act! 3.0 import is not available in the beta version of Outlook 98, although it will be available in the final release of the product.) The wizard also helps users match field names in the source data with Outlook field names. Additional PIM import filters are available separately from DataViz Inc. For more information, visit http://www.dataviz.com.  There are also a number of third-party companies that provide tools for users to synchronize Outlook data with hand-held devices. Visit the Outlook web site at http://www.microsoft.com/Outlook/documents/thirdparty_addons.htm for a complete list.

Internet Standards Support

Recognizing the concern that many customers feel over the profusion of e-mail, security and calendar standards, Outlook 98 simplifies the choices by supporting the major Internet messaging, directory, security, scheduling and collaboration standards. Microsoft continues to drive creation and adoption of Internet standards in the messaging and collaboration industry, working with a variety of companies and consortiums to create standards and products that meet the needs of businesses. This section lists the key Internet standards in use today – all of which are fully supported by Outlook 98.  Note that Outlook also fully supports MAPI, which enables a rich set of messaging, scheduling and collaboration features when using Outlook 98 with Microsoft Exchange Server.

POP3/SMTP

Post Office Protocol 3 (POP3) and Simple Mail Transport Protocol (SMTP) are the two most commonly used protocols for sending and receiving e-mail over the Internet. Outlook 98 provides industry-leading support for POP3/SMTP, including full support for multiple Internet e-mail accounts, authenticated SMTP, Distributed Password Authentication (SASL), and the ability to store messages on the server.

IMAP4

Internet Mail Access Protocol 4 (IMAP4) is an Internet standard for e-mail and server-based mail storage. IMAP provides a superset of POP/SMTP features, particularly, the ability to store e-mail messages in multiple folders. Outlook 98 supports IMAP4, including full support for multiple IMAP4 e-mail accounts.  
LDAP

Lightweight Directory Access Protocol (LDAP) is an Internet protocol for enabling anyone to easily find other e-mail users on the public Internet or corporate intranet.  LDAP is currently being deployed as the primary means of searching the increasing number of global directories that are available on the Internet.  Outlook 98 fully supports LDAP, including specification of multiple LDAP Internet information accounts. 

NNTP - News Reader

Network News Transport Protocol (NNTP) is used to post, distribute and retrieve messages on Internet and intranet news groups or bulletin boards. Outlook 98 includes a full-featured Internet news reader that is shared with  Internet Explorer 4.0. This newsgroup reader has many innovative features for managing newsgroups, including filters to block out unsolicited materials and the downloading of messages for reading and responding to mail off-line.

HTML and MHTML Mail

Support for HTML and Multipurpose Internet Mail Extensions (MHTML) lets users send and receive Web pages and other HTML documents using Outlook 98. HTML is the standard format for information on the Web, and can be used to create graphically rich e-mail messages that contain images and links to multimedia clips. HTML mail also lets users send messages that maintain their formatting even when read by HTML mail clients other than Outlook 98. Users can also easily specify the fonts, paragraph styles and the reply style for mail.

MHTML allows users to embed images directly into their e-mail messages for use with other Exchange mail users. 

S/MIME

Secure Multipurpose Internet Mail Extensions (S/MIME) helps ensure the security of e-mail messages. Outlook 98’s implementation of S/MIME includes digital signing, which allows users to verify the identity of the sender and integrity of messages, and digital encryption, which protects the contents of messages from being read by anyone except their intended recipient. Outlook 98 supports up to 128 bit encryption in the U.S. version. Users can thus exchange signed and encrypted mail with any other mail client that supports S/MIME.  In addition, Outlook 98’s common key and certificate management features are shared with Internet Explorer 4.0.

vCard – Internet Contacts Format

vCard automates the exchange of personal and business information such as telephone numbers, addresses, etc. across networks.  vCard information goes beyond just simple text to include pictures, company logos, Web addresses, etc. Outlook 98 fully supports sending, receiving, importing and creating vCards. See the Calendaring enhancements section for more information.

vCalendar - Internet Appointments 

vCalendar is an Internet standard that defines a platform-independent format for easily exchanging calendaring and scheduling information in a consistent manner. Outlook 98 supports vCalendar so users can exchange important data about events so they can schedule meetings with anyone else who has a program that supports vCalendar. See the Calendaring enhancements section for more information.

iCalendar - Internet Free/Busy

iCalendar is an emerging standard for the format and storage of schedule information such as free/busy information, which is used when inviting people to meetings and events.  Outlook 98 implements an important part of the iCalendar standard, so users can share their free/busy information with other Internet users. See the Calendaring enhancements section for more information.
E-mail and Information Management Enhancements

Sending and Reading Messages

Preview Pane

Outlook 98 makes reading e-mail fast and efficient. With Outlook’s Preview Pane feature, users have the option to display the complete contents of any selected message without opening a separate window.  Users can adjust the viewer’s splitter bar up and down to see as much or as little of the selected message as they choose.  As a further enhancement to the previous add-on for Outlook 97, the Preview Pane now also provides full support for attachments, hyperlinks and HTML mail so that users can easily access and work with all contents of a message without opening the message.  The Preview Pane can be used by itself or with the popular AutoPreview feature which automatically displays the first three lines of each e-mail message so that users can quickly prioritize which messages to read or delete.
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Fig  AUTONUM  Preview Pane

HTML Mail Editing

Outlook 98’s support for HTML e-mail provides users with the option to format their mail with content as rich and compelling as content on the Web so they can personalize their mail and communicate more effectively. Outlook 98 also provides built-in what-you-see-is-what-you-get HTML editing features, so users can easily author rich HTML mail that includes standard HTML Style formats such as heading levels, numbered lists, and bulleted lists. 
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Fig  AUTONUM  Editing HTML with Numbered List Style
Reply annotations are also enhanced with HTML. When replying to a message, a border that is the same color as the reply text will appear down the left side of the original message.  This allows users to easily track and read responses, particularly in long electronic mail threads.

Users have the option to designate their default text format (HTML, RTF or plain) text for all their messages. 
Per-Message Microsoft Word Mail

In addition to designating a default text format, Outlook 98 provides users with the added flexibility to format messages on a per message basis.  Outlook extends this flexibility by enabling users to compose messages using Microsoft WordMail as their email editor on a per-message basis.
Spelling Enhancements

In line with today’s increasing globalization, Outlook enables users to choose any international dictionary to be used with its spelling checker. Users also can now create and edit a custom dictionary to handle specialized words that the spelling checker does not recognize.

Multiple Signatures

Microsoft research has shown that as more and more people rely on electronic mail for their everyday communications, they want tools to personalize their e-mail.  One of the tools that Outlook 98 provides is the ability to send messages with different signatures.  Users can now create multiple signatures formatted for use in HTML, RTF or plain text.  With the Signature Picker, users can designate a specific signature to be used by default with all new messages and replies, or they can select a specific signature on a per-message basis.  Outlook 98’s support for vCard also gives users the ability to attach different vCards to different signatures.
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Fig  AUTONUM  Signature Picker
Stationery

Outlook 98 further helps users personalize their e-mail by supporting the use of Stationery or customized backgrounds.  Stationery provides an easy way to change background images, background colors, font colors and styles, and have access to all the power of HTML.  Like the Signatures feature, a default stationery can be designated, or stationery can be selected on a per-message basis using Stationery Picker.  This tool allows users to easily create, edit and manage their stationery all in one place. The “Get More Stationery" button in the Stationery Picker automatically launches the user’s Web browser and takes them to the Microsoft Office “Free Stuff” web site where they can download useful stationery at no charge.
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Fig  AUTONUM  Stationery Picker
Auto Format Reply

Because of the variety of protocols and formats that are supported by different e-mail clients, Outlook 98 ensures that e-mail recipients receive replies they can easily read.  When users reply to a message, Outlook automatically uses the format of the original message.

Per-Recipient Preferred Format 

With Outlook, Internet mail users can also be assured that recipients will be able to read their new mail messages easily.  Using the Windows Address Book, users can designate for specific addressees that mail be sent to these individuals using plain text only.  If a user attempts to send an HTML-formatted message to a recipient who prefers plain text, Outlook will provide the user with the option to convert the mail to plain text if desired.
Send From Account 

Outlook 98 also makes it easier for Internet mail users to easily manage multiple POP3 or IMAP4 accounts.  On a per-message basis, users can choose to send mail from any of their accounts even if mail is being delivered to only one account. Users also can designate that replies and forwards be sent from the same account as the original message.
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Fig  AUTONUM  Message Options dialog box accessed per message
Managing and Organizing E-Mail

Rules Wizard

With Outlook 97, Microsoft introduced Rules Wizard as a robust add-on client/server messaging manager.  Rules Wizard allows users to automatically folder, delete, highlight, forward and flag incoming and outgoing e-mail so that they can better manage and prioritize their e-mail. Outlook Rules Wizard uses an innovative plain-language, hypertext user interface to build rules for a wide variety of common inbox management tasks, allowing users to easily create rules using a step-by-step wizard.  This is not a power-user feature; anyone can easily and quickly create standard or custom rules to work the way they do.  

With Outlook 98, Rules Wizard is now a native component of the product and has been enhanced to help users more easily manage their e-mail communication.  Users can now designate which rule is to be performed if a message meets multiple rule conditions.  This ensures that the preferred action is taken when a condition is met. Users can also establish rules based on any property of an Outlook item, including properties on custom forms.
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Fig  AUTONUM  Rules Wizard
Conditional Formatting

Conditional Formatting helps users more easily manage and organize their inbox messages.  With the Outlook 98 Organize tool, users can easily create rules to automatically highlight and differentiate important items using multiple colors and fonts.  For example, users can designate that all incoming mail sent directly to them appear in the color green, while mail only copied to them appear in the color blue.  Users can color-code mail sent or received based on any criteria. 
Junk E-Mail Management

Extending the functionality provided by Rules Wizard, the Junk E-mail management tool helps users reduce the amount of incoming unsolicited mail.  Users can automatically color-code, move or delete mail from an unsolicited mailers list or filter mail that contains adult-only content.  While users can define these filters in the Organize tool, they can also create them directly from a message by adding the selected address to a personal Junk Mailers List. 
Auto-Save and Drafts Folder

To help users better manage and organize their messages in progress, Outlook 98 now saves unsent items in a Drafts folder which is accessible directly from the Outlook Bar.  Users can now easily initiate messages and retrieve them at a later date for completion.  Users also have the option to automatically save messages in the Drafts folder at user-specified intervals to prevent unintentional loss of data.

Folder Size 

Outlook 98 allows the user to easily display total disk space currently used by a folder and all its subfolders.
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Fig  AUTONUM  Folder Size Property Dialog Box
Internet Explorer 4.0 Security Integration

Outlook 98 takes advantage of the Security Zones functionality offered in Internet Explorer 4.0 to protect users from potentially harmful HTML mail.  Users can set different levels of security on different Security Zones.  Based on these levels, users can customize whether scripts or active content can be run in HTML messages.  Administrators can also preconfigure these Security Zone settings up front, providing better safeguards for corporate users and intranets. 

Filter on Account Received From

Many Internet mail users have multiple accounts with various Internet Service Providers or online services.  With Filter on Account Received From, Outlook 98 makes it easy for these users to manage and differentiate their various mail messages without cluttering their inbox.  Users can easily organize their e-mail using conditional formatting and rules based on a specific account from which a message is received.
Remote Mail Headers in Offline Folders

Outlook 97 offered traveling and laptop users either Remote Mail or Offline folder functionality for use with Microsoft Exchange Server. Outlook 98 provides these users offline support with remote mail access.  Before leaving the office, traveling or laptop users can synchronize their Offline folders with their mailboxes on Microsoft Exchange Server.  While on the road, they can then use Remote Mail and download message headers to their synchronized Offline folders to determine which messages should be downloaded or later deleted.  Once back in the office, these users can then synchronize their entire server mailbox.

Calendar Enhancements

Meeting Requests via the Internet

Outlook 98 support of vCalendar offers users the ability to send and receive meeting request information over the Internet to other vCalendar-compliant applications.  Users have the option of forwarding their meeting request as a vCalendar item.
Free/Busy via the Internet

Outlook will be one of the first applications to support the emerging iCalendar standard and provide Internet mail users the ability to easily share calendar free/busy information over the Internet between iCalendar-compliant applications.  Internet mail users can now see when others are free or busy and thus more efficiently schedule meetings.  These users have the option to publish their free/busy information to a user-specified URL file location.  This URL file location can be shared for all users or established for a specific set of users.  Outlook’s Meeting Planner retrieves free/busy information from this specified URL.
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Fig  AUTONUM  Free/Busy Options for Internet Mail users
AutoPreview in Calendar

Users can more easily manage a full day of appointments and meetings with the new AutoPreview view in the Outlook Calendar.  In the Day/Week/Month calendar view, users can see the details of an appointment (the first 256 characters) without opening the item.  Word-wrapping in this view allows at-a-glance viewing of multiple appointments.
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Fig  AUTONUM  Day/Week/Month View with AutoPreview
Five Day Week View

With Outlook 98, users can view a five-day work week using a single mouse click. This functionality is accessible directly from the Calendar toolbar and is also still available by selecting five continuous days in the Date Navigator.
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Fig  AUTONUM  Five Day Week View
Enhanced Calendar Printing Options

To complement the enhancements made in the Calendar view, users can also print appointments with word-wrapped details.  This additional printing functionality is available in both the daily and weekly print styles.

NetMeeting Integration

Users can easily schedule real-time meetings and automatically start on-line conferences within Outlook 98.  Users can specify an on-line meeting by either selecting the “this is an online meeting” option in a new meeting request or directly opening a “New Online Meeting Request” from the Calendar menu.  When Reminders appear for these on-line meetings, users can immediately launch the meeting directly from the Reminder. 
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Fig  AUTONUM  New Online Meeting Request Action Menu
Contacts Enhancements

Send and Receive Contact information via the Internet

Using vCard technology, Outlook users can easily exchange contact information across the Internet with vCard-compliant applications. vCard provides an electronic business card format, which allows individuals to identify themselves without restating or rekeying the information. Outlook users have the option to forward their Outlook contact information in the vCard format and can even include their own vCard in a custom Signature when sending messages.  Outlook users can also automatically create Outlook contacts by dragging and dropping vCards on to their Contacts folder.

[image: image26.png]Fle Ede View Go Took | Actons Help

H- & ot %] iew Appointment Ctrkn
ew Al Day Evert.
ew Mesting Request _CtlsSht+Q

Plan a Meeting,

%] New Recurring Appointment
g New Regurting Meeting

102

P | 221




Fig  AUTONUM  Forward selected contact as a vCard
Fully Customizable Contacts

Outlook’s integrated design tool makes it easy for users to customize any built-in Outlook form or build entirely new forms.  For small business users particularly, flexibility in modifying the built-in Contact form is critical.  With Outlook 98, Microsoft added even greater flexibility by allowing users to easily add custom fields and scripts to the first page of the Contacts form, not just subsequent pages.

Automatic Map

Outlook users can now take advantage of the Microsoft Expedia Web site and automatically download a map direct from their Contacts folder.  By selecting the View Map button on a specific Contact item or Display Map of Address from the Action menu, the Expedia Web site is automatically launched in the user’s browser and automatically displays the map of the selected Contact. 
Flag Contact for Follow-up

Extending Outlook’s Message Flag feature to Contacts, users can now easily add a Flag for Follow-up to a specific contact.  Using Flag for Follow-up, Outlook will remind users of a specific follow-up action at a later date and time.  Contacts can be flagged for actions such as “send letter” or “call,” or users may add their own text.  This features lets users easily manage activities related to their contacts within in the Contact and in the views.
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Fig  AUTONUM  Set a Flag to call a selected contact
Multiple Contacts Folders in Windows Address Book

Sending mail and maintaining contact information is easier for Internet mail users with Outlook 98.  They now have access to any of their Outlook Contact folders in their Windows Address Book (WAB).  In the properties of the Outlook Contact folder, users can designate which folders are to be accessible in the WAB.  When users compose a message, Outlook automatically identifies and resolves ambiguous names using AutoName Check for all addressees in the WAB, including those in the Outlook Contact folders.
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Fig  AUTONUM  Access any contact folder when composing a message
Automatically add a Message’s Sender to Contact List when Replying

Outlook 98 gives uses the option to automatically add the sender of a message to their Contact list when they reply to the message.
Integration and Other Enhancements

Windows CE Pocket Outlook™ Integration

It’s easy to synchronize the Windows CE-based palmtop device with Outlook information at the desktop either with infrared or a cable connection. Pocket Outlook, available on all Windows CE 2.0 devices has many new features to help manage personal information effectively. It provides support for categories, filtering by category, and Find capabilities. With Pocket Outlook, users can also make ink notes and synchronize them with Microsoft Outlook on their desktop computer. 

Calendar now supports group scheduling, so users can arrange meetings with users of Pocket Outlook, Microsoft Outlook, or Microsoft Schedule+.  The Inbox automatically sends the meeting requests and receives responses, as well as meeting requests. It’s quick and easy to add appointments by simply typing the information into the desired time slot. 

Contacts features easy message addressing, with a button to open an addressed e-mail message. Contacts also provides a button for opening a contact's Web page. In addition, users can now send and receive message attachments with Inbox.
Enhanced Fax Integration

Enhanced fax features make it easy for users to send and receive faxes from within Outlook using an email like interface. Outgoing faxes are copied to the user’s sent items folder for record keeping, and incoming faxes are moved to the user’s inbox and optionally processed by the Outlook Rules Wizard.  Faxes can be easily transmitted to a contact in Contacts list by automatically dialing any of the fax numbers for the Contact.  When sending a fax, the user can choose from multiple cover pages. File attachments can be sent with an outgoing fax (.doc, .xls and .htm file formats are supported) and the attached files will be included as pages in the fax transmission. In addition, a fax printer driver is included, so users can "print" faxes from any Microsoft Windows application. The enhanced fax features are available only when Outlook is installed for use with Internet Mail provider.

Share Outlook Folders via the Internet

Outlook 98 enables the collaboration and sharing of information with other Outlook users across the Internet using nothing more than an Internet Service Provider or other Internet e-mail server. For example, users can share a private folder of Outlook contacts for a shared customer list, or set up a private discussion group with other Outlook users across the Internet. Information is shared using automatic e-mail messages to replicate individual items, views and forms that are associated with an Outlook folder. This feature is a limited, Internet-specific version of the rich collaboration and application development capabilities of Outlook, which are enabled when using Microsoft Exchange Server.

Collaboration Solution Enhancements

Outlook 97 shipped with powerful features to allow advanced users, corporate IT developers, and third party software developers to create customized collaboration applications.  Outlook 98 includes a comprehensive set of enhancements to these features. In particular, the forms development environment now supports a more complete toolkit for writing and debugging Visual Basic Scripting Edition (VB Script).  Outlook, combined with Microsoft Exchange Server, is a complete solution for developing and deploying a wide variety of collaborative applications, from contact management solutions for workgroups to enterprise-wide workflow and tracking applications. Outlook’s object model, which has also been enhanced in this release, is used when developing custom forms in Outlook and is also used to add messaging and collaboration features to Visual Basic programs and Microsoft Office 97 solutions.

Customization of Standard Outlook Forms

It is easier to customize the standard Outlook forms in Outlook 98.  In particular, the layout of the Contact form can now be modified, enabling users to tailor the product for specific contact management needs.  Developers and advanced end users can now also completely replace any standard form, such as the basic e-mail form, with a custom form.

Easier Design and Publishing of Custom Forms

Numerous enhancements have been made in Outlook 98 for developers of custom forms. Microsoft has made it easier to access the Outlook forms design tools in the first place, and has simplified the menu commands for publishing forms. Developers can also simultaneously view a form in both design and runtime mode. Distributing forms with third party ActiveX controls is now easier as well, as licensed controls require only a run-time license for distribution. Finally, Outlook 98 provides more consistent behavior for “click events” for all controls, including custom controls used on Outlook forms.
Enhanced Forms Scripting Tools 

Outlook 98 includes an integrated debugger for the VBScript that is associated with custom Outlook forms. Standard features such as setting breakpoints and checking the values of variables are supported. Also included in this release is an object browser for better discoverability of the features of the Outlook object model. Finally, the code editor itself has been enhanced to include find and replace functions, as well as a helpful status bar for displaying application design information.

Object Model Enhancements

Outlook 98 contains many enhancements to the Outlook object model. First, the standard Outlook dialog box for choosing a folder can now be displayed from scripts and applications. The meeting request object has been simplified, resulting in clearer code, and extended through the use of a new Exception collection for use with recurring appointments. For applications that use the Contact object, Outlook 98 provides automatic resolution of e-mail addresses when assigned programmatically. To better manage your programs, there is a version property on all objects. Finally, for high performance access to the object model from VB, C/C++ and Java programs, Outlook 98 now allows dual interface support and better access to underlying MAPI objects.
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