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A DEFINITION

“Outlook is an information manager, which means that 
Outlook doesn’t just help you deal with your computer, it 

also helps you deal with people.”

Bill Dyszel, Microsoft Outlook 2000 for Windows for Dummies. 
NY, NY: Hungry Minds, Inc., 1999. 

ISBN 0-7645-0471-1



SELECTED FEATURES

• Email
• Address Book
• Appointments
• Tasks
• Journal
• Electronic Sticky Notes
• Mail Merge to Word



APPOINTMENTS



APPOINTMENTS—CONTINUED

Day/Week/Month With 
AutoPreview



APPOINTMENTS—CONTINUED

Save and Close after all data 
entry complete

Notes

Start/Stop times in 1/2 hr. 
increments, or enter data 
manually

Reminder in minutes, 
hrs., up to 2 days



APPOINTMENTS—CONTINUED



APPOINTMENTS—CONTINUED



MAIL MERGE TO WORD
Creating Labels from Contacts

Overview

• Select “Contacts” from the Outlook Shortcuts
• Select “Mail Merge” from the “Tools” Menu 
Item
• Select Desired Choices from the Mail Merge 
Dialog Box
• Click OK



MAIL MERGE TO WORD
Creating Labels from Contacts

Select “Contacts” from the Outlook Shortcuts



MAIL MERGE TO WORD
Creating Labels from Contacts

Select “Mail Merge” from the Tools Menu



MAIL MERGE TO WORD
Creating Labels from Contacts

Select Desired Options from the Dialog Box

Can filter contacts 
within Outlook Can filter contact 

fields within Outlook

Select Document 
type (in this case, 
Mailing Labels)



MAIL MERGE TO WORD
Creating Labels from Contacts

When you click OK, Microsoft Word opens and this 
message is displayed:



MAIL MERGE TO WORD
Creating Labels from Contacts

From this point on, it’s all Microsoft Word.  Click on OK 
and you get:



MAIL MERGE TO WORD
Creating Labels from Contacts

Click on “Setup” and you get:



MAIL MERGE TO WORD
Creating Labels from Contacts

Select the label type/size you want and click on OK:



MAIL MERGE TO WORD
Creating Labels from Contacts

Here is a suggested sequence to finish the process:

• Once the label type/size is selected, the “Mail 
Merge Helper” dialog box is displayed
• Close it
• From the Word “Tools” Menu item, select Mail 
Merge Wizard
• The Mail merge Wizard opens in the Word Task 
Pane at Step 3



MAIL MERGE TO WORD
Creating Labels from Contacts

Here is a suggested sequence to finish the process 
(continued):

• Under “Select Recipients,” choose “Select from 
Outlook contacts”
• At this point, you can edit your list, if desired 
(“Edit recipient list”)
• From here follow the “Wizard’s” steps to complete 
the merge.



SUMMARY

• Outlook has lots of features, and is therefore a 
relatively expensive application (stand-alone versions— 
that is, not part of Microsoft Office—are advertised on the 
web from $50 to $130, depending on version).  You need 
to decide what features are important to you before 
spending your money.

• Don’t get carried away and enter a large quantity of 
appointments—especially if you attach reminders to each 
of them.  Those reminders will become a significant 
annoyance.



SUMMARY

• If you also have Microsoft Word (any you most likely 
do if you have Outlook 2000 or later), the mail merge 
feature may be helpful—provided, of course, that you use 
the Outlook Contacts feature.

• When you use Outlook (or any PIM) instead of that $5 
appointment book (if they still exist) from the local office 
supply store, remember to BACKUP BACKUP 
BACKUP your data.
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