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Microsoft Exchange Server is a messaging and 
collaboration service designed to help you 
communicate more effectively. Along with the 
rich client functionality provided by Microsoft 
Outlook. 
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Exchange Server & Outlook offer: 

Mobile, remote, and desktop e-mail access,  
Shared Calendars, High reliability and 
outstanding performance Out of office 
notifications, Online collaboration, Outlook 
Web Access, Outlook Mobile Access & 
ActiveSync, and Email aliases.
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Companies both large and small benefit from 
the messaging and collaboration features of 
running Microsoft Outlook and Exchange 2003.

• Email
• Calendaring
• Contacts
• Tasks
• Public Folders

• Benefits
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• Benefits (Cont.)

Email:
Send/receive your email from anywhere on the 
Internet using a web browser or Outlook. 

Use the Journaling feature to gather in one 
place, all the email correspondence between 
everyone in your organization and a particular 
customer.
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• Benefits (Cont.)

Calendaring:
Remotely set your appointments in the 
Calendar portion of your Outlook window, 
specifying time, date, attendees and location. 
Create meetings with multiple attendees by 
checking their schedule availability and 
sending the invitation instantly. Exchange 2003 
comes with built-in functionality that allows 
them to automatically accept or decline your 
invitation. 
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• Benefits (Cont.)

Contacts:
Keep a database of all your contact 
information. Create contact folders of vendors, 
customers, prospective students, employees, 
etc. Customize any contact list to track 
information specific to your business. Track 
your organizations' interactions with these 
contact lists using a variety of reports. 
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• Benefits (Cont.)

Tasks:
Remotely assign and track the completion of 
tasks to your employees. You will be able to 
monitor: 
Date started and completed; actual hours and 
total hours worked; mileage and billing 
information.  Status, priority level and 
percentage of project completed. 
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• Benefits (Cont.)

Public Folders:
Create password-protected team folders to 
manage specific departments and/or customer 
projects. Each folder contains its own 
organization structure, separate from your 
main account including sections for 
Administration, Calendar, Contacts,  
Discussions, Documents and Tasks.
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The new 
Outlook 2003 
basic email 
view includes 
the Navigation 
Pane on the 
left and the 
Reading Pane 
on the right.
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Keep a 
database of all 
your contact 
information. 
Create contact 
folders of 
vendors, 
customers, 
prospective 
students, 
employees, 
etc.



• Outlook Screen – Public Folder
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Sharing data 
with, 
prospective 
students, 
employees, 
and 
customers  
on public 
folder.



• Outlook Screen – Journal
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Journal 
folder 
provides a 
single place 
to track all 
your work 
and your 
daily 
interactions.
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With OWA, 
you can use a 
Web browser 
to access your 
Ms Exchange 
mailbox at 
Cambridge 
College from 
any computer 
with an 
Internet 
connection. 
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In fact, you 
can do many 
of the same 
things you can 
do with 
Microsoft 
Outlook, such 
as read and 
send 
messages.
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Users now can 
schedule 
appointments 
through OWA 
2003. 
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Use Contacts 
Manager to 
store the e-
mail address, 
phone 
numbers, and 
street 
addresses 
through OWA 
2003. 



• OWA 2003 – Public Folder
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Use public 
folders to 
share files, 
calendars and 
contacts with 
other people 
in your 
workgroup or 
organization.



The End
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