	Groupwise Term
	Outlook 2007 Term
	Meaning

	Address Book
	Address book
	Contains names of people with whom you frequently communicate

	Find,Search
	Advanced Find
	An extension of the Instant Search feature that has several advanced options for searching Outlook items.  

	
	Annual Event
	An event that occurs every year on a specific day (i.e. a birthday)

	Meeting/Appointment
	Appointment
	A calendar item that contains meeting information such as date, start and end time , and location

	Archiving
	Archiving
	The process of storing old message in a separate file on your computer

	
	Author
	A Delegate Access permissions level that allows the delegate to read and create items, and modify and delete items that the manager creates

	Contact
	Contact
	A person with whom you have a business or personal relationship.  You manage information about each person; name, address, phone, email etc.

	
	Contacts
	Also referred to as the Outlook Address Book, is an address book that is private for each user.  You can use Contacts to add e-mail address.

	
	Delegate 
	The person granted Delegate Access permissions to perform tasks on behalf of another user

	Proxy Access
	Delegate Access
	When someone is granted permissions to perform tasks on behalf of another user, such as the ability to create e-mail messages

	Group, Distribution list
	Distribution list
	A group of email addresses under a single entry, allowing you to send one message to several people

	
	Editor
	A Delegate Access permissions level that allows the delegate to do everything that an author has permissions to do

	
	Event
	An activity that lasts for a period of one or more days and that can be added to your Calendar.  There are two types of events in Outlook – multi-day and annual

	
	Folder pane
	The middle pane of the Outlook window that displays the Folder Contents list

	
	Folder Sharing
	Allow one another permissions to access folders

	Kirkwood Address Book
	Global Address list
	An Exchange Server address book that contains all the users, groups and distribution-list email addresses in your organization.  All the users in our organization have access to the Global Address list.  Only administrators can edit the list.

	Urgent Email, Red Envelope
	Importance
	The priority of a message.  When you set an email message priority to High, the red exclamation mark at the end of the messages tells the recipient that the message needs immediate attention.

	
	InfoBar
	Located at the top of a message in the Reading pane or Message window, this area includes the action taken on the message, along with the date and time

	
	Instant Search
	Appears at the top of the Folder pane and has a text box you can use to specify your search criteria.

	
	Item
	An email message, contact, or task created in Outlook.  Items are stored in folder, such as Inbox, Calendar, Contacts, Tasks, and Notes

	Junk Mail/Spam
	Junk e-mail
	Unsolicited messages, such as business promotions, advertisements, and messages with adult content

	
	Manager
	The person who grants Delegate Access permissions to another user to perform tasks on their behalf

	Meeting request
	Meeting request
	An invitation that contains all the details of a meeting proposal, such as time, date, and subject.  These are sent by email.

	
	Message flag
	A flag symbol to the right of the message in the Folder Contents list that identifies the message for further action by inserting.  When you flag a message you can specify the action to be taken, the due date and time, flagged messages then appear in the task list on the to-do bar.

	
	Multi-day events
	Events that last for more than one day.

	
	Navigation Pane
	The leftmost pane in the Outlook window  that’s made up of three sections: active pane, pane-switching buttons and icons, and a Configure buttons icon.

	
	Notes
	An Outlook feature that you can use to  jot down reminders, useful ideas, and other information that you can refer to later

	
	Organize page
	A feature you can use to organize items by creating a rule, applying color, or displaying a view

	Vacation rule,  Out of office rule
	Out of Office Assistant
	A feature that is used to reply automatically to incoming messages when you are away

	Personal Address Book
	Outlook Address Book
	A  private list of email addresses and is automatically createdfrom the contacts you create in the Contact folder.

	Proxy access
	Owner
	A permission level that allows the user to grant permissions to others and to create, read, edit and delete all items in the public folder

	
	Personal folders
	Folders that are used to store Outlook items, such as messages and appointments

	Busy Search
	Plan a Meeting
	A calendar utility that helps you schedule meetings by finding available times for selects invitees

	
	Public folders
	Folders that are stored on a Microsoft Exchange Server and serve as a repository for files and documents to be shared among Outlook users

	
	Publishing Author
	A permission level that allows users to create subfolders, create and read items, and edit and delete their own items

	
	Publishing Editor
	A permission level that allows users to create, edit, read and delete all items , and create subfolers

	
	Reading Pane
	A pane in the Outlook window that displays email messages

	
	Recurring appointment
	An appointment or meeting that occurs regularly

	
	Recurring task
	A task that needs to be preformed on a regular basis

	
	Reviewer
	A Delegate Access permissions level that allows the delegate to read items in the managers folder

	Rules
	Rules Wizard
	A feature used to manage items in your Inbox by setting rules for items.  

	
	Search Folders
	Used to store messages in a specific category or based on a specific condition

	
	Sensitivity
	A message classification that indicates messages contain person or highly sensitive content.  There are four levels: Confidential, Private, Personal, and Normal (default)

	Signature
	Signature
	Personalized  text or pictures that can be added automatically to the end of outgoing messages

	Task
	Task
	Something that must be completed within a specific period of time.  A  task has a current status, which can be In Progress, Not Started, Waiting on someone else, Deferred, or Completed

	To-do list
	Task List
	A section of the To-Do bar that displays the tasks for the current date.

	
	Task request
	An e-mail message asking the recipient to complete a task.

	
	Task folder
	The folder that’s used to creat tasks and monitor their status

	
	To-do bar
	A pane in the Outlook window that displays the Date Navigator, upcoming appointments and tasks

	
	Voting Button
	Buttons you can add to an email message so that recipients can respond to the message by clicking a preset response such as “Yes” or “No”

	
	View
	The way data appears in a folder, such as Calendar, Contact, Tasks, Notes, and Journal


