Interesting Tips: Outlook Bar groups
*note:  each numbered item is a different tip.  There are 5 individual tips, not five steps of another feature of outlook.
1. Add a new group to your Outlook Bar by right clicking within the bar and selecting Add New Group and Type the name of the group (Note: The name should specify a major category that might hold numerous folders)
2. If you would like to view a folder or location within a group (e.g., BRSS, inbox, etc.), but would also like to view the current window, you can simply right click on the folder or location icon and select Open in New Window

3. If you have scheduled a meeting or appointment with a non-Outlook user you can still invite or remind him or her by clicking (and holding) on the appointment/meeting and dragging it to the inbox icon and releasing the mouse button – Now simply send the email to the proper recipients! 
4. If you would like to search for an important email, or specific types of emails, right click on the folder or location in the Outlook Bar (e.g., deleted items, sent items, etc.) go to tools on the menu bar and scroll down and select Advanced Find – Choose the words you would like to search for, then specify where you would like to look for those words – Click Find Now
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5. You can put mail folders and other folders or relevant documents into Bar Groups. This is why Outlook is an application not just for e-mails.
