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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use mail features
of Microsoft Office Outlook 2010. 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 included:

Displaying Mail Folders; Navigation Pane; To-Do Bar; Creating and Sending a Message; Attaching a File to
a Message; Showing BCC; Sending a Message with High or Low Importance; Requesting a Read or
Delivery Receipt; Drafting a Message; Delaying the Delivery of a Message; Restricting Forwarding, Printing
or Copying. Reading Messages, Using the People Pane, Manual Send/Receive, Using the Outbox, Using
Desktop Alerts.

Deleting Messages, Emptying the Deleted Items Folder, Saving an Attachment, Removing an Attachment,
Replying, Forwarding, Printing a Message.

Sorting Messages, Grouping Messages by Conversation, Ignoring a Conversation, Cleaning up Redundant
Messages, Turning Grouping On/Off, Creating an E-Mail Signature, Manually Inserting Signatures, Creating
a Distribution List.

Using Task Flags, Creating Folders, Adding/Removing Favorite Folders, Moving or Copying Messages,
Using Quick Steps, Finding Mail Messages, Creating a Contact from a Message, Using the Rules Wizard,
Using the Out of Office Assistant, Handling Junk Mail.

Also includes a list of Keyboard and Selection Shortcuts.

This guide is one of several titles available for Outlook 2010: Outlook 2010 Mail; Outlook 2010 Calendar,
Contacts, Tasks (ISBN 978-1936220175); 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:

Wilma Hines:

Have you spare time to get a day? What do you do when you have far more or little spare time? Sure, you
can choose the suitable activity with regard to spend your time. Any person spent their very own spare time
to take a wander, shopping, or went to the Mall. How about open or maybe read a book eligible Microsoft
Outlook 2010 Mail Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card)? Maybe it is to get best activity for you. You know beside you can spend your time using your
favorite's book, you can more intelligent than before. Do you agree with their opinion or you have various
other opinion?

Loris Beal:

This Microsoft Outlook 2010 Mail Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card) book is just not ordinary book, you have after that it the world is in your hands. The benefit
you obtain by reading this book is information inside this book incredible fresh, you will get data which is
getting deeper anyone read a lot of information you will get. This Microsoft Outlook 2010 Mail Quick
Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) without we know teach
the one who reading through it become critical in considering and analyzing. Don't possibly be worry
Microsoft Outlook 2010 Mail Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card) can bring once you are and not make your handbag space or bookshelves' become full
because you can have it with your lovely laptop even cellphone. This Microsoft Outlook 2010 Mail Quick
Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) having excellent
arrangement in word and also layout, so you will not really feel uninterested in reading.

Daniel Hartung:

A lot of people always spent their very own free time to vacation or go to the outside with them loved ones
or their friend. Do you realize? Many a lot of people spent that they free time just watching TV, or perhaps
playing video games all day long. In order to try to find a new activity that is look different you can read a
book. It is really fun for yourself. If you enjoy the book that you just read you can spent all day long to
reading a publication. The book Microsoft Outlook 2010 Mail Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) it is very good to read. There are a lot of people that
recommended this book. They were enjoying reading this book. In the event you did not have enough space
to create this book you can buy the e-book. You can m0ore simply to read this book from your smart phone.
The price is not too expensive but this book possesses high quality.

Clifford White:

People live in this new time of lifestyle always try and and must have the time or they will get lots of stress
from both daily life and work. So , if we ask do people have spare time, we will say absolutely yes. People is



human not a robot. Then we question again, what kind of activity do you possess when the spare time
coming to you of course your answer can unlimited right. Then ever try this one, reading guides. It can be
your alternative in spending your spare time, the actual book you have read is Microsoft Outlook 2010 Mail
Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card).
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