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  Microsoft Outlook Quick Guide 

Email:

Microsoft Outlook’s features a very powerful email management tool.  This guide will only include the basic/essential features.  For a detailed guide, please refer to the Support Central site (http://supportcentral.ge.com/products/sup_products.asp?prod_id=9).
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The basic setup of Outlook is shown in the screenshot below:

In the left frame is a folder view of the different features of Outlook, including your email folders.  The top-right frame shows the list of emails in the selected folder.  The bottom-right frame shows a preview of the actual email.  If you want to see an email, you can simply double-click it from the list.  All the different features can be accessed from the toolbars shown above the email frames.

Calendar:


Outlook’s calendar feature is another powerful feature that you will be using daily to set up meetings and events with your peers.  It has a great layout that allows you to view and manage your time efficiently.  The layout is shown in the screenshot below:
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As you can see, your daily events show up in its timeframe and are labeled by the event as well as a status color.  You can double click on any event to see its details as well as click on an open space to set up a new meeting or event.  When setting up a new appointment, you can setup the subject, location, timing, and type up a summary of the details.  In addition, a very important feature is the ability to check the attendee availabilities.  A very easy screen lines up the attendees and allows you to see which times are available for all parties. Snapshots for both of these features are shown on the next page.
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GAL (Global Address List):


Another great feature of Outlook is the Address Book.  General Electric has implemented an address book called the Global Address List that lists the business contact information for every employee of GE.  It is extremely useful when looking up phone and fax numbers, email addresses, office locations, and mailing addresses.  An example of a GAL entry is shown in the screenshot below.  The GAL can be accessed in Outlook by clicking on the icon showing the open book on the top tool bar.  It has a red arrow pointing to it on the screenshot below.
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These three features are the most essential when using Outlook on a daily basis, but please explore the program and get the most out of its power features.

