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Creating a Recurring Task

1. Click the Tools menu and click Options.

Click Calendar Options on the Preferences Tab.
Click Add Holidays.

Check the holiday categories you want.

Click OK.
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Close all open windows.
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Select the locations whose holidays wou would like
copied ko wour Dutlook Calendar:

[ ] Thailand
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nited Kingdom
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Configuring Quick Click Upgrading Categories

If you are upgrading from a previous version of Outlook, and if you used
colored flags and/or categories, you should upgrade those features to the new,
improved color categories. Simply follow these steps:

Quick click allows you to assign a category to an item
with one click. To configure it, follow these steps:

1. Click the Edit menu, click Categories, and click All
Categories. Ensure the category you want to set
for Quick Click is named properly.

2. Click the Edit menu, click Categories, and click Set
Quick Click.

3. Choose the appropriate category. Click OK.
Click the category column in a mail folder to apply
that category.

Arranged By: Date Mewest on tap |

=l Older
—i Bugs Bunny 22212007
Staff Party
{0 Bugs Bunny 272272007
i Sales Meeting o
— Sarah Harriz Click ko koggle Quick Click, cateqory
Sample Logo Right-click for all options

—] Sarah Harris
leeting Friday

2222007

Open the Tasks folder

Click OK.
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Task Recurrence

Recurrence paktern

Range of recurrence
Start: |Fri 11)9)2007

Press Ctrl + N to create a new task.
Click the Recurrence button on the Task ribbon.

Check the necessary recurrence options.

Fill out remaining task information; click Save and Close to complete.

O Daily @ Recur every |1 week(s) on

(33 weekly [I5unday [CmMaonday [ Tuesday [Jwednesday
) Marthly [ Thursday Friday [ 5aturday

Ovearky () Regenerate new task |1 week(s) after each task is completed

[ o

w (%) Mo end date
()End after: |10 OCCUPrEnCEs
() End by: Fri 1/11/2008 w
] ’ Cancel ]

Click Properties.

Click Yes.
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Right-click your Personal Folders file.

Click “Upgrade to color categories.”
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Open Outlook Data File...
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Using OMSGCLAS |
The omsgclas utility is used to apply custom forms to existing y
items. To use it, follow these steps: Change Message Class E|

WYBRMING: Use this macro only if wou are Familiar with

1. Ensure your custom form is created and published. Outlook custo Forms and Message Classes.

2. Minimize Outlook. Open Microsoft Office Word 2007. Falder
3. Click the Office menu. Click Word Options. " Currently Selected Folder: Contacts

o ]
4. Click the Trust Center category. Click Trust Center * Default Folder for Item Type:

Settings. Ikem type:
5. Ensure “Disable all macros with notification” is checked. Conkack j
Click OK twice.

6. Click the Office menu and click Open.
Message Class

7. Browse to the omsgclas document. Select it and click Default: IPM.Conkack

Open.
Current:
g. Click the message bar. Click Options.
e | IPM. Contact.Edited Contact
g. Click Enable this Content. Click OK.
10. Inthe omsgclas window, choose the folder and form that Analvze Ikems | Process Item Close
you want to use. Click Process Items.

Total no. of items: 3

11. Close Word and return to Outlook.

Setting Up Business Contact Business Contact Manager Menu
Manager
1. Insert Business Contact Manager disk. Business Contact Opens the Business Contact Manager
2. Follow steps to install. Manager Home dashboard.
3. Open Outlook. Learn about Business Opens the Business Contact Manager Web
Contact Manager site.
4. Choose Advanced or Express setup. (We recommend
Express setup, unless you need to connect to an existing Accounts Opens the Business Accounts folder.
database.) . .
Business Contacts Opens the Business Contacts folder.
5. Walk through the wizard. " .
Opportunities Opens the Opportunities folder.
Micrasoft Office Outlaok 2007 with Business Contact Manager ® Business Projects Opens the Business Projects folder.
g Startup Project Tasks Opens the Project Tasks folder.
wekome it st 5T s 0 Marketing Campaigns ~ Opens the Marketing Campaigns folder.
Segeeon o Market your products and services directly to customers and leads, . . . . . .
B R Communication History = Opens the Communication History folder.
« Bitter manage your business projects with detsiled scheduling capabilities,
+ Integrate seamlessly with your accounting application For improved cost management.
" st e oy oo e Reports Use the sub-menu to generate different types
of reports.
Click one of the: Following options:
= S Accounting Tools If you have Microsoft Office Accounting
O::;:‘u(vg:e\e(laﬁumessCuntactManagevdatabaseunth\s(nmuuter, or select an existing database. EXpress 2007 inSta”ed’ you Can set up a
on a different (remote) computer. Connectlon tO It
Manage E-mail Auto Lets you set options for linking e-mails to
Linking contacts and accounts.
Database Tools Share, manage, and create databases. You

can also import and export data from this

menu.
Business Contact Manager Toolbar eiiis If you're using a shared database, set offline

options.
ﬁBusmess Contact Manager Home | Display = :,’:_-!)g-maiIAuto-Iink... &.ngingto Record = . . )
Customize Forms Customize Business Contact Manager forms.

From left to right, this toolbar contains commands to show the Product and Service
dashboard, display the various folders (click Display to see a
menu), manage e-mail auto-linking, and manually link items to
records.

A tool to help you manage pricing and
Items Lists inventory.
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