1/17/2007 MS Outlook 2002 Tips Page 1

Adding a column to a folder message listing

Outlook provides two methods for adding and removing columns in |2 Sort Ascending
message folders. This is the easiest method: 7] sort Descending
1. Open the target folder. & Srour by This Field
El Group By Box
2. Right—click the column header bar & select Customize Remove This Column
Current View. 1 Field Chooser
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Best Fit

Format Columns...

| Customize Current View... |
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: ~Description

3. C“Ck Flelds to d|Splay the ShOW Header Status, Importance, Icon, Flag Status, Attac...
Fields dialog box (see Figure). _
i Group By... | Naone
: Sort... | Received (ascending)
I Filker. ., | QFf
i Cther Settings... | Fonts and other Table Yiew settings
! Automatic Formatting. .. | User defined fonts on each message

QK | Cancel |
4. To add a column, Sl 7[x]|
SeIeCt the fleld from Available Figlds: Show these Fields in this order:
the Available Fields AUk Forvwarded add - Header Stabus = QK
||St and C”Ck Add Cakegories —;bl Irnportance \_I
- Cc Icon
Cankacks ﬂl Flag Status Lcell
5 TO remove a COlumn Conversation Attachment
) N Created Fram
from the folder view, Do Mot Autodrchive i
H Due By Size
select the field from Follow Up Flag Ee
the Show These :qunk E-mail Type
. . essage
F|e|ds In ThlS Order Originatar Delivery Requester—
i i Read .
list and click Remove. . o] _Mew Field.. -
6. Click OK to have your Properties Delete | Move Up Maove Down |
Changes take effect. Select available Figlds From:
IFrequentIy—used fields j

Changing column order In
a message folder, Outlook defaults to displaying columns in a specific order, but you can easily
change the order. The simplest way is to drag a column header to the desired location. You also
can right-click the column header bar, choose Customize Current View, click Fields to display
the Show Fields dialog box (shown in Figure 3-5), and use the Move Up and Move Down
buttons to change the column order.
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