ﬁ”"’“““’“

* Outlook
E-mail
E-mail
E-mail
E-mail
Outlook
ACT

E-mail

Outlook



160 Office 2000

Word

E-mail

Outlook

Outlook 2000 Outlook

* Outlook Outlook
. E-mail E-mail
7.1 Outlook
Outlook
. Internet mail Microsoft Mail Microsoft Exchange cc-Mail

CompuServe mail



outiok 161

WO'WMN :

Outlook
Outlook

Windows 97 Exchange

* Microsoft Schedule+

Inbox

PIMS ECCO ACT SideKick Lotus Organizer

Microsoft Outlook

E-mail

. E-mail
L]
L]
L]
L]
Microsoft Outlook 7-1
Outlook
& PR — Wiecrosoft Dutlook H = E3
7-1 [z @EE NEY WFREQD TEO Hifw Ehe
Microsoft Outlook (HRw - |G 03 X [gessntie | @ -|@

o K& .. RRE

ﬁi&ﬂﬁﬁi Microsoft Dutlook!
- TR —RELERERNED
Wicrosoft Dutleck 2—-SEERETEF , TERTHEAML

o8 ;
e 0 K&k .. KR¥:
@ 0 RE... FRE:

ecrosoft Dutlesck!

99-6-_ .
99-6-. ..
99-6-. ..

B REnT
=
5, 5 HEE \ |
[ |
Outluuk#‘:‘ 5 E\!—ﬁﬁ‘
Outlook Outlook
7-1 Outlook

Outlook



7-3

162

B EEIRAEE
(3 EIPEAIHRE

A
G

o | vl

Office 2000
Outlook
7-2
R REA
it
Outlook
Outlook Outlook
Outlook
E-mail
E-mail
E-mail
Intranet Internet
Word
“ | ) )
HTML

E-mail

L« |

)

Bookl. xl=




163

ﬁ”"“““"

7 Outlook
ﬂ “ [HTML” [ ”
° E_mail 1 | ” “ ”
HTML
7-4
7-4 TRimEAMicrosoft Outiook 20008 =
E-mail =
|
i EE
Microsef. ..
. URL
Outlook
” HTM L” “ ” " n
URL
Internet Intranet Internet Intranet URL

. “ | " “

| ” “ | ”

(@ Outlook
Microsoft Outlook
=y

Outlook

Outlook

7-5



Office 2000

China=hubecom

7-6

B

AR EHXR-1 TIRANEE

HEFF0FMRENS . EHHR>
t I [

@ RITER :
@ 0 REEER FRIX:

@& 0 FHREER  RRE

54 ¥ 0§ Bicrosoft FRWFEM Wicrosoft Dutlook!
TSR Microsoft Outlook!

-- IF—REEERHRED

Microsoft Outleck 2— 1 SEEEEERF . TEATHANEZEE AR SEWJBE. EAT

4
AT {48

7-7

et
19994 28 . 1999% 38 .

a1 (BHR) 28 (EHRR) z (BEi=) 3 EH=) 4

EATRIMER Microsoft Outlockl -




C Ina'PUbocom

7 Outlook

7-8

Outlook

“

\ TRiCE S
o IR =
I (S T ARIERTRE ®):
= BTFR A R LA
[z Bl | i =




China=pubecom

Office 2000
5.
E-mail
a .
E-mail
= Outlook
“ ” 7_9
” “ ” “ ” E_ mal I
R - EEA =] E3
7-9 [x#e S8 NEY BAD B0 I8Q@ =HfFw Feow
« " (HemmAs B S0 v o e-w -
w4 | @7 | B2 | 06 | FEFe |
g BEEE (6): [ Exmw: % BB
FrAL:  [ER HBe@: [ 00
m% w| I HhmERNE @) @m% |
4R ). | el =
#EsE: [ mewx o~
e . waEiE v [
fiE ®): ‘ wmm&t | [thark vic0785 net BB
5 I RSEICERE oD
B (- = et TUHAAL (1)
‘I =l
El
e I — T TP (R O— -
i E-mail
ﬁrﬁ - 3 ” H
- E-mail E-mail

A




becOM » ows 167

ﬁ”"“

Outlook
/
“ | "
I
“ | | .
Microsoft “ | | | . “ .
Word Microsoft Word
Outlook
Windows NT Windows NT 4
/

Microsoft Word
Outlook



Office 2000

Chinaspubecom

7-10

7-10
Outlook

7-11
Microsoft Word

6)

7-11 WordMail WordMail Microsoft Word

Microsoft Word K

|t #EE NEW B0 #HHo TEO sSttw FBw
& em(zxo|! ¢ BEese.. (@ 3 -
WA ) ]|

piEe. . |f
e |

zmo |

™ K4S ~ I8P (RTF)

THE SEO BHY BAD BEQ TAD e TR B

Hey | bR lo-c-l0 B&[! ¢[r| wio. B EEs| o -0

FrX - wk Mgz UAAR- (=== L= = e E|
||
pEo.. ||
EpEE |

zmo: |

=] E3

o

A Microsoft Outlookl:
— T —EREEEERE

=

[sE®- & ¢ atEte. R DOCEHBE4 | o-L-A-==28 6

alols e LIl

Outlook “ "

| ke &®

R A

gﬁg@ N@_) 3) “ ”



China=pubecom 169
7 Outlook
7 * ” Outlook
Kgﬁ7 ” “ ”
-
(e
= o
1) 113 ” 13 ” 13
| ” 7_13 " ”
Ik (71 x]
7-13 W | EwmnE|ws |
ERYF O [i |
(% @) EETE -
geAw. ||
wrEA@. . ||
rramEw:  [EEr e =
wfiE W) [ =] [FEmE =
THE e |
2) 3 ” “ ” “
3) " ” “ ”
/
4) b ”
5) 13 ” 113 ” 113 ”
13 ” Outl Ook 13 ” 13 ”
6) b ”



170 Office 2000

7-14
=i |
(S L o
E
1) 13 ” 13 ”
2) 13 ” 13 ”
3) " ” " ” 13 ” X " ”
([ Word
N Outlook
S
Visual Basic "
= KR - 0P (ETF)R =] E3
7-15 |x#E sEe BB BAD TAD sfEw %Hn |
g/ imr Eme ! (B 0.
weeh |
wgo ||
e RE e
g Il
Tkt : |
g |
#E: |
EERTIE] < |
@l
o Outlook
—



China=pubecom

7 Outlook
1) Outlook “ K “ "
2) 7-16
7.16 % Outlook 2000 - MBPF (B ) 1 =] E3
|ope ®EE AEW FAQ BS0 IS0 HE BB
|| 5 @ gese... 2 7| IEErn | EE=EE =
e o ||
wEo ]
sppEe. |
EED [outlosk 2000
IiEERMIcrosoft Outlonk 20001 =
H
3) 13 ” 13 ” " ” " Outl Ook ”
* oft “ " C:\Windows\Application Data\Microsoft
\Templates
4) X 113 ”
5) 113 ” “ ” 113
.oft
6) .oft

Microsoft
Exchange Server Internet Intranet

E-mail



China=pubecom

Office 2000
Internet
Outlook
”
e Outlook “ | | "
" ” “ | | ”
“ " “ " 7.17
717 '
- Jm*ay #8E MEE BAD HX0 TAD DEE BFE KL e
3 b
CIEE R ] - I%*%‘ :'
= = s = R =
8| e - s 2 | seeET e @EEET O |@5§|n T
witt | Geem | Grom | ceam | cEsT | @em | mET ﬁéﬂ*ﬂ‘ﬁl
G| i
LTI, L —
iz . | B |
o] T
' it
s
S
EXG] |
BT
|
E-mail
==y Outlook
“ ” " ”
1) |
2) 7_18 “* ”
g
7-18 SRR SR A A BRI EE S (Card)
BUBRTERZES O [FE> =l
= FEUENE @)
3) " ” “ ”
4) “ ”
" ” " ”
“ ” “ ”
5) " ”

FrontPage



China=pubecom

7 Outlook
6) 13 ” " ” 7_ 19
719 ima
“ " B! ] FEE. |
(&) e |
mEw |
it
T O
B
BE e
7) 13 ” 13 ” 13

Microsoft Word E-mail

B

DELETE

&P LB

N

i
\

Microsoft Word
Microsoft Word E-mail

Microsoft Word 97 2000 E-mail

>

Microsoft Word

1) Outlook

2) “

3)

“ Qutlook "

Microsoft Word "



L4 oficeasm

4)

Word

&

)

&’

Outlook

24

WM’NM”&

Outlook 2000



ﬁm-w&em ;w175

3) “ § .pst
C:\Exchange\Mailbox.pst  C:\Windows\Local Settings\Application Data\Microsoft\
Outlook\Outlook.pst Outlook.pst
Outlook
4) “ ”

f Exchange Server “ "

“ Exchar.]ge ” 13 ”
Exchange Server
“ | ” 113 ”
7-20
7.20 B HE - Bicrosoft Outlook BEEpe . EEE
- |r#E @EE B EEERE TEED sSitw 8o ® EmEQ TA@ HEE Fhw
Erew - mxo|E -2 8EHa@ Dm e oEaa B
8- = EEERR]=[Z7F s B 2
N E 1e90 7 20 @R H— 2] 4 1993 7H >
o e, N e 20 R I
Fm  dbm 2T 78 29 30 1 2 3 = 27 78 79 30 1 2 3
9'EIEI BDEI 4 5 B T & 910 ¢ 4 5 B T & 910
1 E 11 12 13 14 15 18 1T 700 11 12 13 14 15 18 1T
—_— 1% 19 20 21 22 23 24 — 18 19 20 21 22 23 24
10> 00 25 26 27[] 29 30 31 25 26 27[28) 29 30 3L
B L 12 3 4 56 T QE 1 34 56 T
112102 L |[o=EsE = . _ D[R =
L | [Bsmmars 102 N 2 PEd S AE NS
2 | ][ ERGER Wicrozoft 0. O=hEss |
— L | IeOFe 112 P TEETESEE
122129 @OfFErEE _ )[BT IS
— | gOFE 1200 J] T SO EEREEHRH
el ok 490199 @0 e e
1413 4]
~| & || eEmT e =] 19 & - Ei =l
om I I
5)
13 ”
“ ”
Outlook
Outlook Schedul e+

Outlook



176

Office 2000

« HTML

7-21

Outlook

FHIIFE

7-21

E 3

[z S A I 19955 o 0
B == = Wahix | H == = Fa
: 27 28 29 30 1 2z 3 1. 3 4 5 B T
2 45 B8 7 8 910 B 910 11 12 13 14
o e - 1112 13 14 15 16 17 15 16 17 18 19 20 21
89'3 LEREPIHE 16 19 20 21 22 23 &4 22 73 B4 25 26 BT 28
- 25 26 27 28 29 3031 2930 31 1 2 3 4
i) | 5 6 7 8 91011
? | - |DlEEsE (=]
10= i BRI T i
= EIRTHEE
1= TR

12@8 o SIS

115‘-;;@_' Ty BFEET WEETE)

Outlook

ERIHER “fFE7 |

fESth



China=pubecom

7 Outlook
% Outlook Outlook
4,
Outlook
=y
“  next tue” “ sep
ninth” Outlook “ |
” 13 ” 13 | ” 13
. Dec Fri
. wednesday april lincolns
birthday
. tomorrow ,yesterday , today , now , next week ,last

month, five days ago ,in three months, this Saturday, two weeks from now
after , ago , before , beforehand , beginning , end , ending , following , for , from, last,

next , now , previous, start , that , this, through , till , tomorrow , until

. August ninth , first of December , April 19th , midnight , noon,
two twenty pm , fiveo’ clock am.

. New Year’ s Eve, New Year’ sDay, Lincoln’ sBirthday,
Valentine’ s Day , Washington’ s Birthday , St. Patrick’ s Day , Cinco de Mayo ,
Independence Day , Halloween , Veterans Day , Christmas Eve, Christmas Day , Boxing

Day
Y
=3 Outlook
f Outlook Office “ MS Outlook”
Outlook
1) Outl OOk “ | n “ ” 13 ”
2) “ "




China=pubecom

Office 2000
“©o ENTER
% ACT ACT Outlook
7.
. PIM / Schedule+ 1.0 7.0 Taband

"CommaSeparated value DOS Windows dBASE FoxPro Access Excel ACT
ECCO Lotus Organizer SideKick Personal Address Book

1)
2) “ n " ”
3) - " ACT
4) " ”
Office 2000
5) " ”
@7 ACT! PIMs Tab
% Outlook
Y Outlook
Outlook
1) Outlook
2)
3) “ " 7-22
292 TR (O
TEREW |
- muto. |
4)
5)

7-23



China=pubecom

7-24

Outlook

7 Outlook
Wil&E: BB HE
#REW: [BR
ot | o2 | mEmm
gk W@
ZE/ 1) Hehiz):
Tegal = Tetter Half -
Ad Eillfold
15 =l Focket =l
Rt Rt
i [216 om BE: 279 = |21.5 am = |27.9 am
SERHR (5): FAE
IEEfJﬁt\ilE%% -
e & #E @
Eim: 1.3 e ZEL): (1.3 om £ ~ i5E
TiE): [1.3 e HE: 1.3 o

wE | mE | wmemEw | aee.. |

#2 E [2]x]
1A
Fram: loo = @R [12:30 | wEEE [0 55 =
ERRIEE,
C FE Q) BEEERNGC [ AR
e IRE W [ EHE E#— [ EMi= [ EE=
CEAW CEEM EME [ BEA
)
- EEwE
FiuE) [eFefzHER— x| * AERHMO
o T =
C #RAAE): [19eF10R10ER— =]

T | EEEE|




180  oneams WW%‘Q&

Outlook 7-25 1601 4 1 4500
8 31 Microsoft Outlook 2800
Outlook

. CTRL

. CTRL 7-25

P 19995 TH [ 19995 8B »

7-25 H--—-Whs~ H--=-W=x~
27 28 23 0 1 2 3 12 3 45 67

8 910 11 12 13 14

1112 13 14 15 16 17 15 16 17 18 13 20 21

27 23 P4 PS5 OPB 2T 28
2526 27 28 23 30[31] 29 30 31 1 2 3 4
5 B T & 910 11

. 7-26

1995 SR
7-26 1999 68 e
% 1A | 19935 68 »|
Fad H-—=—=M03x &
19995 98 3 12 3 45 6 T
19935 108 8 910 11 12 13 14
11 12 13 14 15 16 1T 15 16 17 18 19 20 21
22 23 24 25 26 27 28
2526 27 28 29 EEI 29 30 31 1 2 3 4

5 6 T 8 91011

. “ ! CTRL+G

Outlook “ " “ " “ K

R (2] %]

SRR

u " FEwL: [lm

BIE@:  |@nreoson) dbR . Bk FiE. S8EF 7|
= DB o) )

LgimE:  [ss-T-a1 (BERN) 16:43

R (B): Sy
BE @ [onrs:00) RIF, fLE, F5 =l
[5 S Eh afe E

TERTES (1) | FAE HRiH




2*pUhecoM » owe 181

“ ” “ ”

-

3) 7-27
4) « ” « ” « ”

7-28 | 8f 20 i~ H#— [«][4 1989 78 I 1999 af »
EeREn H--=-Wrx H--—=Warn
- _ 2T X8 2930 1z 3 1 3 4 5 B T
e 00 4 5 B 7 6 910 8 910 11 12 13 14
102 9= 1012 13 1¢ 15 16 1T 15 16 17 18 19 20 21
e . 18 19 20 21 22 23 24 22 23 24 25 26 2T 28
11™10™ X BEPTHIE | 75 26 27 28 74 30[31 #8303 1 2 3 4
=ik S 6 7T 8 91011
R g O R =
- I SRR
e ] | (g Amis:
_ O | feiRara e
| NS0 o s O RIDEA S |

. Outlook “ "
=2 outlook Outlook

E-mail

2) “ K “
" E-mail
3) “ K
f E-mail E-mail
E-mail
(e
=0

Outlook

Outlook
Outlook
. E-mail



182

Office 2000
. E-mail
. Outlook
. Outlook
. Outlook
L]
e Outlook
. 15 E-mail
L]
L]
. E-mail
. E-mail
. E-mail
L]
L]
13 ” 7_29
B EFEA - Bicroseft Outlock EIE!{
7-29 |THe #EE OB GEEQ TEO 3t o
|cdgzm - | & =% |y 2- | SsEpo o @[ 0 2|z
% a9 | maEER| = 2 d b | #is
- TRIR, @
x B 123
S Outlock &H - [TATHY| omsEEORikTS az
O EE 100081 ABC
BEE @ s (010185947347 —
b B BEFREH:  thank xieE283 net =
0 BARA B r
1 E- I
Gow AR =
& BE f%ﬁﬁ 91011708 MHD
ConfE W [T hane enguolnetscape | B |
R BEIERER : =
(3 ERBREETE C3 o i
DEThmEsERmgmne LT |
150010 Witz
A (0451) 467-4338
EFHEE:  hehem@mail he Kl en
1] | = i

E-mail




China=pubecom

3

7-30

7 Outlook
Outlook Outlook
E-mail
Outlook “ " “
Office 2000
Word
Word
—_— Word
CTRL
" | ” " ” 7_30
BB S IFRER A [21=]
BEEA BEHTE

S ERREARERA
© ERREREAOL
e N E e
e T P
e

Tt

~ FAREATRE
£ SEEPRIRER AT 1)

ABRIETIECR AFER , D] LB 3, AURERE il
1 .

& SRR ()

CHATSE: |
HEAZETH

B @) .

FiRFERR A B SRR EAREE , FEEER.

I~ &AM E) [

P &)

ST
S )
[EREE

533 )
=l [

=

i




184 opeons Chinaspubee

4)
5) “ ” Microsoft Word “ ”
6)
Outlook
“ Word ” 13
" 7-31
7.31 ¢S EHD HE
HAETT B2 FEE TR, RS “S 3 BmRa
18T 2o :
wEo- | &Emo- |
SRR ERRER
Eirdh: w2
PA=F
g e- | sso- |
FHE: Outlook B
b
3 s
e sanw |
BAET
TN el el 1
SRBRTE
i
7) 13 ” 13 ”
8) 13 ”
7.5
(&
/;/: 13 ”
Y
1) 13 ”
2) 3 3 1 ” 13 ” 3 ”
13 ”
3) 13 ” “ ” “ ” 13 ”
4) " ”
7-32
7-32 A 5
M N[ [thsEeEl =l
BT TS
AR iR E3 E
ERETRES 3
i ap =
Wz
T e e v




%a-w&em
A

01 02

Outlook

Outlook

eI




Office 2000 bena'pubOCOM

E-mail E-
E-mail Outlook “ " E-mail
==}
7-33
7.33 o 1% - 1 [-[o]x]
- |rHD R 1B BAD SR I&D HiEw o \
= TN R e T - e R e
% | |
T [EE
gmamy - m K@ [FFE -
FREM®: [ = e [E ] mEa oo =]
X raEEaw: [F I E o | maE e
el A - i
- e
T 1t
et =
ik - B
ECE
o5 EI L R T AR
55T ERER S . =l
BREAD..| | e | mAe
7-34 e ] [ (O] x]
[xem #EE AEY BAD BX0 TE® HEW o \
|HEsrEae | L e R | osERse.. 3| X e [0,
% | mw |
@ & 5 FmME.
@D [Fz
| BB @ [ses2 (EHI—) =| @ k@ [FFm #
HisEHA®: [s96-2 (EE— =l &G [5 = =H=a: [os j
A roREw: [T = | [ = | pEE [mmom
=N B
ERATR-I2 TR, F1e 0 0B AETbRF
o]
=

BERAC | | 2 5 FAE




China=pubecom

7 Outlook
Outlook
7-34 E-mail
E-mail
)
Outlook
=
1)
2) “ " 7-35 “ K
X
=% “ Two weeks before”  “ Next Thursday”
g
.« " X
3) “ K
4) “ ”
i35 HE
7-35 - ERES,

u » ~ERQ | ¢ EFERIO [ bial s ]

= FERI CEEE [ EBR-— [ ER= W ER=
~®EW [ BHEAM [ BEER [ 2EES

CgE | ( BHESEHESE [T FIES S

- ESEE

FinE): [eeFsA0EM= | ¢ TERAMQ
CES® [0 REER

C #HEF E) [199sF0AsBEM=Z x|

i g | mEEEE|




188

Office 2000

_ Outlook
1
7-36
2 “w ”

7-36

] 3T LA ahftin wEhO

|mese | & E. I Be|oceemmn. axsemy [8]m
i:!-] |

B TEE ST .

ki  [Frek hd

sk, = [Ee = A fios (=]

.:J.

Tl ] I CRSE

3
4 u "
“ ”
7-37
7-37 WA . B
ID[loERA  Em A -
=) haifeng shen Chair budget mesting o9-5-z8 (2R 11:59
" = Wicrosoft ... WRIGHER Microseft Dutleck 2000! 99-5-28 (EHAS) 11:50

7-39

7-38



&Em-wwm . w189

7.38 ¥ % - {5 H[=l B
|ze @O MEW BAD B0 IED #Fw FEw |
|HEmrae | L e/ | cEEEme . B X e |0,

#% | @ |
FE@: [FE
AT o | E #E@:  [Fm =l
= FREM®: [F Il e [ =] mdEo: ;v =
O REw: [F ~|[E 2| | i [Thmom
WPEA - )
ES-J e
BT i3
I =3
FiiRE: EtFia
et :
SAEH FAtRa-i TRANUH
HE T 0B ERS . =
BRAD | | =ie . | [ mEeC
7-39 HefFA . 5
10w gl EEEA E= ELGE =
' haifeng_... {F¥EK: Budget presenta .. 99-6-28 (BHIA) 12:17

haifeng ... {FHER: Talk to customer 99-8-28 (B!
s %ok - Host planning w. .. 99-83-23

haifeng ...

" 7-40

7-40 ,
l!@ haifeng ... fFHEHK: Budget presenta .. 99-8-28 (BHIFX) 12:17

> A



China=pubecom

Office 2000
1) “ ”
2) i ” “ ”
3) “ ” “ ”

=0
8 ” “ 40 n
“ ” “ ”
7-41
BNERS - {15 B[ E
7-41 |EfE SR 08w FAD HLw IED BEw e |
« " “ " |HEsEae | L =@ | oEsEe.. (X[ e-e- D).
s | # |
E%ﬁkﬂiﬁ ) [es-7-o0 (EEAR) =
Itegw: [+% BRE: [eRE
FEFTEW: [325 & iokiEE 6 [RE
BzE: |
EBEEY: |
v
i )|

Excel Excel

f Excel



China=pubecom

7 Outlook
(e
| LIEARE |59 »
7-42 G
=y
93-G-7 (EHA—) = ~ “
4 19995 98 y| ” “
CHErs A K
293031 1 2 3 4
5 6 8 910 11 next tue
12 13 14 15 16 17 18
19 20 21 22 23 24 25 10/23  oct 23
26 27 28 2930 1 2 « » 7
3 4568 738 B
k| _FE | 42
7.6
)
7_43 s @ ” 7_43
‘ " | #BZEE . &9
g 2w
)
A Outlook E-mail Office
1) % | ” “ ” 7_44 113
Hidike®
7-44 - ]
“ ” e BahidR @) BER A L)
E| [ = x| [Tas
V| ZiEnil L sz
(V] 2R [ g
v it E
2 EELTR————— |
BRI L)
~MERIEER:
[ Microsoft Excel & TFERESH ©
= Wicrosoft Dffice R  FTHIZBIEEBSIARME @)
I_@ Wicrosoft PowerPaint
W] Microsoft Word BT N Is e AE] @)l
THE Hil
2 ” Outlook
3 - " Outlook
4) " Office 2000

5 "



192 oncemoo CMM'WM&

Outlook
Outlook Outlook

Outlook

1) “ ” “ ” “ ”

2)

13 ” “ ”
“ ”
3) " ” " ”
13 ” 7_45
@ i - Bicrosoft Outlosk [_[Olx]
7-45 e wEE NEY GERD TAD HEw BB |
(SRR m - 5\%‘)(\\@ e o 0 E |6 Q] ovor TR EE B
Hle-> BEER| < #Ex =

Hic .

[ 6| #EZE E220 | FFinEE | 3R TE] |EERA
£ 230 6B (w4 W)
SESTE R
_j]ﬂ Microsoft Word |C:\My DocunentshData. doc 99-3-1 (EHR 0 A Fat Hunter
G|Microzoft Word |C: My DocunentsiData doc 93-3-1 (EHf B4 S Fat Hunter
B[Microssft Yord |0y Docunents\Dats. doc 9335 (EM... 243 5% Pat Hunter
SR A 0

! @[Microsoft Hord ‘E My Documents\Bookl him ‘99—1—27 =} ‘3 E=r ‘
ZI 2681 - WS @ W)
BMicrosoft Word \c My Documents'Chinese prot. \9975710 (= \4 S \%}E*‘F
G[Microsoft Word ‘E My Documents\Data doc ‘gg—s—zu =) ‘91 it ‘Psl Hurter
ZI 2531 - FEE 0 W)
@|Microsoft Word |C:'My Documents\Datak¥. doc 9e-3-1 (EHR 0 AAE Pat Hunter

Outlook 7-45 Lo




China=pubecom

7 Outlook
(e
" ” 7_46
EdE - EEA [_ (O[]
7-46 [t wmEE NEW BAD B TEED e FEhew |
Hestao B S0 | v - 2w
a4 | wv | #m | ws | sewe |
257 ) [T - | (B3]
[y [2ER FREE =3 =G [=]
ZHE T E AT ST
=1
A\ ,, u ,,
Outlook
Outlook 3M’ s Post-it Notes
Outlook
Outlook Outlook
Microsoft Office 2000 7-47
*  OQOutlook E-mail
* Outlook

 Microsoft Access Excel OfficeBinder PowerPoint Word

. Office 2000

Office
2000



194 oo Wm-wwm

. Outlook
L]
L]
Outlook 7-47
7-47 Bic . 3
1999 7H 1999% 8H
Outlook hd =
) 2 EH=) s (EHAE) 30 (ERF) K (EH) K (EHE) 2 EH—) 3 EHz) * &
Iy Toranent= a6 ndb 7|
[ My Docunentstab. ndb
By Documentshdb3. ndb H
| B2 : Wicrosoft Excel
2| #EZER : Micresoft PowerFoint
=l FEHE - Micrasaft ford
@D aewVFEEE. doe @c: WWIRDOWS Desktoplan\Address. doc
D e BEEEE. doe @c.\WImuws\neskmp\xw\n.dac
C: My DocumentshBockl. htm @c: WHINDOWS\DesktophantofficelTl. doc
@c My Documentshtest. doc C:\My Documents\BFE. doc 2
4 R s

@ E-mail Outlook
@ Office 2000 Office 2000
% Outlook




195




	第7 章用Outlook 进行通信
	7.1 Outlook 特性
	7.2 撰写和发送E-mail
	7.3 使用日历
	7.4 创建并维护联系人
	7.5 安装并使用任务列表
	7.6 创建日记并撰写便笺


