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READING AN ITEM
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TRACKING ITEMS YOU’VE SENT
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YOUR PERSONAL CALENDAR

To change to a different calendar view, choose
the View menu, then choose Switch View.
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MANAGING YOUR PERSONAL CALENDAR

CREATING A PERSONAL ITEM
1 Double-click My Calendar in the Main

Window.

2 Double-click an empty areaor timein the
Appointments, Tasks, or Notes list.

If you double-click atime in the Appointments
ligt, the time you double-clicked is placed in the
Start Date/Time text box.
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appears.

4 Choose OK to place the item in your
Calendar.

READING A PERSONAL ITEM
1 Double-click the item you want to read.
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SENDING A MAIL I\/IESSAGE
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Choose the Send Mail pop-up list, then
choose amail view.

Typethe user IDs in the To text box.
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Expanded Mail

The Send Mail pop-up list. When
you choose a view, the view
opens.
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room or projector, choose Resour ces from
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Choose the Date icon button, select the start
date, then choose OK.

Choose the Duration icon button, select the
meeting time and duration, then choose OK.

Finish filling in the appointment, then choose
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view.
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GETTING HELP 5@

1 Choosethe Help menu (F1), choose What I, then click anywhere in awindow for context-sensitive Help.

or

Choose the Help menu, then choose Contents to display alist of main headings.

Search lets you search for a specific word

or phrase.\

History lists the topics you have opened

during the current session.

/

WP Office Help |~

Search | Back ||.|isg,,, | Print -T—Printlets you print the current

Help topic.

File Ed Bookmark Help
Contents displays a list of main headings in Contents
the Help feature. Close
Contents
YWelcome

to WordPerfect Office 4.0 Help

Click a Jump term to open a topic.

iterns. To search for information and to mowve

through Help. use the buttons along the top of
the Help windaow.

To find information, choose from the following | |

[~ Back lets you move
back through the topics
you have viewed in the
current session.

Choose For information about
- topics listed
@ alphabetically

performing tasks
meanings of terms
features by menus
wour prograrm release
dates and network
macro commands

Type a word, or select one from the list.
Then choose Show Topics.
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Cloze
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"what iz" help
3-d zculpturing
about Office 4.0a
accelerator keys [def

Select a keyword, then —
choose Show Topics to

display all topics related

to that word.

Accept or Decline Auto-D ates
Accept or Decline with Comment

i
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Go To —

Close closes the Search dialog box and
returns you to your original location.

Choose Show Topics after you type a word

in the text box to display all topics related
to that word.

Select a topic, then choose Go To to display
the Help topic.



DELETING AND UNDELETING ITEMS

DELETING AN ITEM YOU RECEIVED
1 Doubleclick In Box in the Main Window.

2 Sdect theitem.

3 Choose the Actions menu, then choose
Delete to move the item to the Trash.

RETRACTING AN ITEM YOU SENT

1 Double-click Out Box in the Main Window.

2 Sdect theitem.

3 Choose the Actions menu, then choose
Ddlete.

4 Select adeletion option, then choose OK to
move the item to the Trash.

UNDELETING AN ITEM

1 Double-click Trash in the Main Window.

2 Sdect theitem.

3 Choose the Edit menu, then choose Undelete
to return the item to its original location.

EMPTYING THE TRASH

1 Double-click Trash in the Main Window.

2 Select the items you want to empty from the
Trash.

3 Choose the Edit menu, then choose Empty
Selected Items.

You can empty al items from the Trash by choos-
ing the Edit menu in the Main Window, then
choosing Empty Trash.

Important: Items emptied from the Trash cannot
be restored.

=LK Trash - =
File Edit View Send Actions Tools Window Help
MNarme Subject Source Folder
= +
of  Casey Hinkley Manager's Meeting In Box Jason
=1 JosephBeckstrand  Working late tonight? In Box Jason
E=24 Richard Ballard Fecording Reguested In Box Jason
£ Tyrane Yaung Alber Cano In Biox Jagaon
O ChetJenking Evaluation In Box Jason
O chet jasont Froduction Meeting OutBox  Jason
B2 Georja Chet Keithk, Vacation Request OutBox  Jasonfg
\
[ Selected: 1 \rotal 44

This column indicates
whether you sent or
received the item.

Deleted items are placed in the Trash.

Important: Mail, notes, and phone
messages can't be deleted if they have
been opened. Appointments and tasks
can be deleted at any time.

This Out Box Delete ltem
deletes the item Delete From
from your Out @ This Out Box
Box only O All In Boxes
' 2 All Mailboxes
All In Boxes deletes All Mailboxes
the item from the deletes the item
recipients’ In Boxes. from your Out Box
and the recipients’
In Boxes.
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