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Laminated quick reference card showing step-by-step instructions and shortcuts for Outlook 2011 for the
Mac. This guide is suitable as a training handout, or simply an easy to use reference guide, for any type of
user.

The following topics are covered:

Mail: Displaying Mail, Displaying the Inbox, Creating and Sending a Message, Attaching aFileto a
Message, Indicating Message Importance, Saving a Draft of a Message, Reading Messages and Attachments,
Forwarding a Message, Replying to a Message, Saving an Attachment, Flagging Messages, Removing a
Flag, Creating Folders, Filing Messages, Searching (Filtering) the Message List, Creating and Using
Signatures, Setting Up a Rule, Using the Mailing List Manager, Out of Office Reply.

Contacts & the Address Book: Viewing the Address Book, Creating a Contact, Sending aMessage to a
Contact, Creating a Contact from a Message, Creating a Group.

Calendar: Displaying the Calendar, Creating a Calendar Event, Inviting Othersto an Event, Moving an
Event, Changing Event Duration.

Tasks and Notes: Tasks, To Dos, and Notes, Creating a Task or Note, Marking a Task Compl ete.

Topicsfor Mail, Tasks, Notes, Caendar Entries. Printing Items, Sorting Items, Changing which Columns are
Visible, Assigning Categoriesto an Item, Deleting Items. My Day.

Alsoincludes alist of keyboard shortcuts.
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From reader reviews:
Steven Clayton:

As people who live in the modest era should be change about what going on or data even knowledge to make
them keep up with the erathat is always change and make progress. Some of you maybe will update
themselves by studying books. It is agood choice for you but the problems coming to an individual isyou
don't know what type you should start with. This Outlook 2011 for Mac: Introduction Quick Reference
Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) is our recommendation so you keep
up with the world. Why, since this book serves what you want and wish in this era.

Kyle Raya:

Reading a e-book tends to be new life stylein this particular era globalization. With reading through you can
get alot of information that can give you benefit in your life. Together with book everyonein thisworld can
certainly share their idea. Guides can also inspire alot of people. Many author can inspire their particular
reader with their story or even their experience. Not only the story that share in the books. But also they
write about the ability about something that you need case in point. How to get the good score toefl, or how
to teach your children, there are many kinds of book that exist now. The authors on earth always try to
improve their talent in writing, they also doing some study before they write with their book. One of them is
this Outlook 2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card).

Cindi Rusdl:

Playing with family within a park, coming to see the water world or hanging out with buddiesis thing that
usually you might have done when you have spare time, then why you don't try thing that really opposite
from that. One activity that make you not experiencing tired but still relaxing, trilling like on roller coaster
you aready been ride on and with addition of information. Even you love Outlook 2011 for Mac:
Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card), you
are able to enjoy bath. It is great combination right, you still want to missit? What kind of hangout typeisit?
Oh occur its mind hangout men. What? Still don't have it, oh come on its identified as reading friends.

James Cummings.

The book untitled Outlook 2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) contain alot of information on the idea. The writer explains your
girlfriend ideawith easy approach. The language is very clear to see all the people, so do certainly not worry,
you can easy to read it. The book was published by famous author. The author will take you in the new
period of time of literary works. Y ou can actually read this book because you can read more your smart
phone, or device, so you can read the book with anywhere and anytime. In a situation you wish to purchase
the e-book, you can start their official web-site and order it. Have anice read.
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