Outlook 2000 - Advanced E-mail Features

Flagging

Why use flags

You can flag an E-mail or a Contact.
Here are some examples.

If you flag an E-mail message you can set a due date to follow up the E-mail and
a reminder for you to do so.

If you flag a contact you can set a due date to call contact and a reminder to do
So.

Adding a Flag to an E-mail Message

Which E-mail messages can you flag? 8
You can flag E-mails you send and E-mails you have already "
received.
1. Open the message you want to flag
2. Click the flag icon on the toolbar A dialog box
appears
Flag for Follow Up 7] x|

Flagging marks an item ko remind you Ehat it needs to be followed
up. After it's been Followed up, wou can mark it complete,
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3. Click on the down arrow next Flag to A drop down list
appears

For Your Information
Forward
Mo Response Mecessary

4. Select your flag
5. Click on the down arrow for Due by (Optional) A Calendar will
appear
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6. Select the day
7. Click OK E-mail message dialog box

appears
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Who gets the reminder) if you send a flagged message?

The recipient gets the reminder

Essential
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