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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use calendar,
contacts, and tasks features of Microsoft Office Outlook 2010. This guide is suitable as atraining handout, or
simply an easy to use reference guide, for any type of user.

The following topics are included:

Calendar: Setting up Y our Work Week; Viewing the Calendar; Creating A ppointments; Repeating
Appointments or Mestings, Creating, Scheduling and Editing Meetings; Responding to Meeting Requests;
Changing Time or Date of Meeting/A ppointment; Viewing Multiple Calendars; Creating and Using Calendar
Groups; Printing the Calendar.

Contacts. Creating & Editing Contacts, Sending a Mail Message to a Contact, Searching for Contacts,
Merging Contacts with Word.

Tasks: Displaying To-Do and Task List Folders, Creating Tasks, Marking Complete, Adding Messages or
Contacts to the To-Do List, Sorting Tasks, Changing Task Order, Assigning Tasks, Viewing Tasksin the
Calendar, Hiding /Displaying Tasks in the To-Do Bar, Printing Tasks

For Any Outlook Item: Deleting, Assigning an Item to a Category, Sorting by Category, Sorting ltems,
Creating a New Calendar/Contact/ Task Folder, Sharing Calendar Contacts Tasks or Notes using an
Exchange Server, Using Another Person's Calendar Contacts Tasks or Notes Folder, Responding to a
Sharing Request, Using the Reading Pane.

This guide is one of several titles available for Outlook 2010: Outlook 2010 Calendar, Contacts, Tasks;

Outlook 2010 Mail (ISBN 978-1936220168); What's New in Outlook 2010 from 2003 (ISBN 978-
1936220229); Outlook Web App for Exchange 2010 SP1 (ISBN 978-1936220373).
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From reader reviews:
Frankie Graybill:

What do you regarding book? It is not important together with you? Or just adding material when you
reguire something to explain what you problem? How about your time? Or are you busy man? If you don't
have spare time to try and do others business, it is give you a sense of feeling bored faster. And you have
extratime? What did you do? Everyone has many questions above. They have to answer that question dueto
the fact just their can do in which. It said that about book. Book is familiar on every person. Yes, it is correct.
Because start from on kindergarten until university need this kind of Microsoft Outlook 2010 Calendar,
Contacts, Tasks Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) to
read.

Jennifer Crowe:

Do you have something that you prefer such as book? The book lovers usually prefer to choose book like
comic, short story and the biggest you are novel. Now, why not hoping Microsoft Outlook 2010 Calendar,
Contacts, Tasks Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card)
that give your satisfaction preference will be satisfied by reading this book. Reading routine al over the
world can be said as the means for people to know world much better then how they react toward the world.
It can't be stated constantly that reading practice only for the geeky particular person but for al of you who
wants to be success person. So, for every you who want to start studying as your good habit, it is possible to
pick Microsoft Outlook 2010 Calendar, Contacts, Tasks Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) become your own personal starter.

Elizabeth Talbot:

The book untitled Microsoft Outlook 2010 Calendar, Contacts, Tasks Quick Reference Guide (Cheat Sheet
of Instructions, Tips & Shortcuts - Laminated Card) contain alot of information on it. The writer explains
your ex ideawith easy method. The language is very clear to see all the people, so do not worry, you can
easy to read this. The book was authored by famous author. The author gives you in the new period of
literary works. It is possible to read this book because you can please read on your smart phone, or program,
so you can read the book in anywhere and anytime. In a situation you wish to purchase the e-book, you can
open up their official web-site and order it. Have a nice read.

Patrick Taylor:

It is possible to spend your free time to study this book this e-book. This Microsoft Outlook 2010 Calendar,
Contacts, Tasks Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) is
simple to create you can read it in the playground, in the beach, train and soon. If you did not include much
spaceto bring the particular printed book, you can buy often the e-book. It is make you much easier to read
it. You can save the particular book in your smart phone. So there are alot of benefits that you will get when



you buy this book.
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