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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 a training 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 Appointments; Repeating
Appointments or Meetings; Creating, Scheduling and Editing Meetings; Responding to Meeting Requests;
Changing Time or Date of Meeting/Appointment; 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 M essages or
Contacts to the To-Do List, Sorting Tasks, Changing Task Order, Assigning Tasks, Viewing Tasks in 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:
Tamera Duckett:

Have you spare time to get a day? What do you do when you have far more or little spare time? Y ep, you can
choose the suitable activity with regard to spend your time. Any person spent their very own spare time to
take a move, shopping, or went to typically the Mall. How about open or maybe read a book called Microsoft
Outlook 2010 Calendar, Contacts, Tasks Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card)? Maybe it isto get best activity for you. Y ou already know beside you can
spend your time along with your favorite's book, you can smarter than before. Do you agree with its opinion
or you have other opinion?

Ronald Dotson:

People livein this new morning of lifestyle always aim to and must have the time or they will get lot of
stress from both daily life and work. So , whenever we ask do people have time, we will say absolutely yes.
People is human not really a huge robot. Then we question again, what kind of activity have you got when
the spare time coming to a person of course your answer will certainly unlimited right. Then do you try this
one, reading ebooks. It can be your alternative inside spending your spare time, often the book you have read
isactually Microsoft Outlook 2010 Calendar, Contacts, Tasks Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card).

Corinne Schlegel:

Do you one of the book lovers? If so, do you ever feeling doubt if you find yourself in the book store? Make
an effort to pick one book that you find out the inside because don't determine book by its handle may
doesn't work is difficult job because you are frightened that the inside maybe not while fantastic asin the
outside seem likes. Maybe you answer might be Microsoft Outlook 2010 Calendar, Contacts, Tasks Quick
Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) why because the
wonderful cover that make you consider with regards to the content will not disappoint you actually. The
inside or content will be fantastic as the outside or even cover. Y our reading 6th sense will directly make
suggestions to pick up this book.

Lorraine Paidley:

Y ou are able to spend your free time to read this book this publication. This Microsoft Outlook 2010
Calendar, Contacts, Tasks Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card) is ssmple to develop you can read it in the park, in the beach, train as well as soon. If you
did not get much space to bring often the printed book, you can buy the e-book. It is make you much easier
to read it. Y ou can save often the book in your smart phone. So there are alot of benefits that you will get
when one buys this book.
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