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4-page laminated quick reference guide showing step-by-step instructions and shortcuts for how to use mail,
calendar, contacts, and tasks features of Microsoft Office Outlook 2013. 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 Folders; Hiding/Displaying: Folder 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.

Quick Filters: All and Unread; Reading Messages; Using the People Pane; Manual Send/Receive; Using the
Outbox; Using Desktop Alerts.

Deleting Messages; 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; Finding Mail Messages; Using Task Flags; Creating a Folder; Favorite
Folders; Moving or Copying Messages; Using Quick Steps; Creating a Contact from a Message; Creating a
Distribution List; Creating an E-Mail Signature; Manually Inserting Signatures; Using the Rules Wizard.

Using the Out of Office Assistant, Handling Junk Mail.

Calendar: Setting up Your Work Week; Viewing the Calendar; Creating Appointments; Creating, Scheduling
and Editing Meetings; Repeating Appointments or Meetings; Responding to Meeting Requests; Changing
Time or Date of Meeting/Appointment; Viewing Multiple Calendars; Creating a Calendar Group; Printing
the Calendar.

People: Displaying People; Creating & Editing Contacts; Linking Contacts; Deleting a Contact; E-Mailing a
Contact; Searching for People; Connecting to a Social Media Site; Viewing Social Media Updates; Merging
with Contacts.

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

For Any Outlook Item: Deleting Items; Assigning an Item to a Category; Sorting by Category; Sorting Items;
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.

Also includes a list of Keyboard and Selection Shortcuts.

 Download Microsoft Outlook 2013 Mail, Calendar, People, Tas ...pdf

 Read Online Microsoft Outlook 2013 Mail, Calendar, People, T ...pdf

http://linebook.us/go/read.php?id=1936220911
http://linebook.us/go/read.php?id=1936220911
http://linebook.us/go/read.php?id=1936220911
http://linebook.us/go/read.php?id=1936220911
http://linebook.us/go/read.php?id=1936220911
http://linebook.us/go/read.php?id=1936220911
http://linebook.us/go/read.php?id=1936220911
http://linebook.us/go/read.php?id=1936220911


Download and Read Free Online Microsoft Outlook 2013 Mail, Calendar, People, Tasks Quick
Reference (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Guide) Beezix Inc.

From reader reviews:

Debbie Bennett:

This Microsoft Outlook 2013 Mail, Calendar, People, Tasks Quick Reference (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Guide) book is absolutely 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 reserve incredible fresh,
you will get details which is getting deeper a person read a lot of information you will get. This kind of
Microsoft Outlook 2013 Mail, Calendar, People, Tasks Quick Reference (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Guide) without we recognize teach the one who studying it become critical in
pondering and analyzing. Don't end up being worry Microsoft Outlook 2013 Mail, Calendar, People, Tasks
Quick Reference (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Guide) can bring once you are
and not make your carrier space or bookshelves' become full because you can have it in your lovely laptop
even cell phone. This Microsoft Outlook 2013 Mail, Calendar, People, Tasks Quick Reference (Cheat Sheet
of Instructions, Tips & Shortcuts - Laminated Guide) having excellent arrangement in word in addition to
layout, so you will not truly feel uninterested in reading.

Irene Forrest:

The guide with title Microsoft Outlook 2013 Mail, Calendar, People, Tasks Quick Reference (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Guide) includes a lot of information that you can discover it. You
can get a lot of profit after read this book. This particular book exist new information the information that
exist in this reserve represented the condition of the world today. That is important to yo7u to be aware of
how the improvement of the world. This specific book will bring you with new era of the globalization. You
can read the e-book on the smart phone, so you can read the idea anywhere you want.

Clarence Kissel:

You can obtain this Microsoft Outlook 2013 Mail, Calendar, People, Tasks Quick Reference (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Guide) by browse the bookstore or Mall. Only viewing or
reviewing it may to be your solve difficulty if you get difficulties for your knowledge. Kinds of this reserve
are various. Not only through written or printed but additionally can you enjoy this book simply by e-book.
In the modern era like now, you just looking of your mobile phone and searching what their problem. Right
now, choose your own personal ways to get more information about your book. It is most important to
arrange you to ultimately make your knowledge are still revise. Let's try to choose proper ways for you.

Naomi Harris:

Do you like reading a guide? Confuse to looking for your selected book? Or your book seemed to be rare?
Why so many question for the book? But virtually any people feel that they enjoy to get reading. Some
people likes reading through, not only science book but additionally novel and Microsoft Outlook 2013 Mail,
Calendar, People, Tasks Quick Reference (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Guide)



or maybe others sources were given expertise for you. After you know how the truly great a book, you feel
wish to read more and more. Science reserve was created for teacher or perhaps students especially. Those
textbooks are helping them to put their knowledge. In additional case, beside science guide, any other book
likes Microsoft Outlook 2013 Mail, Calendar, People, Tasks Quick Reference (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Guide) to make your spare time much more colorful. Many types of book like
here.
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