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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:

Santa McNabb:

Reading a publication can be one of a lot of task that everyone in the world really likes. Do you like reading
book thus. There are a lot of reasons why people fantastic. First reading a guide will give you a lot of new
data. When you read a publication you will get new information since book is one of many ways to share the
information or perhaps their idea. Second, examining a book will make a person more imaginative. When
you studying a book especially fictional book the author will bring you to definitely imagine the story how
the character types do it anything. Third, you may share your knowledge to some others. When you read this
Microsoft Outlook 2010 Mail Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card), you may tells your family, friends along with soon about yours guide. Your knowledge can
inspire the mediocre, make them reading a guide.

Timothy Reed:

Exactly why? Because this Microsoft Outlook 2010 Mail Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) is an unordinary book that the inside of the reserve waiting
for you to snap it but latter it will distress you with the secret that inside. Reading this book close to it was
fantastic author who else write the book in such wonderful way makes the content on the inside easier to
understand, entertaining means but still convey the meaning entirely. So , it is good for you for not hesitating
having this nowadays or you going to regret it. This unique book will give you a lot of benefits than the other
book have such as help improving your talent and your critical thinking way. So , still want to hesitate
having that book? If I were being you I will go to the publication store hurriedly.

Glenda Rogers:

You will get this Microsoft Outlook 2010 Mail Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) by go to the bookstore or Mall. Only viewing or reviewing it might to be your
solve challenge if you get difficulties for the knowledge. Kinds of this e-book are various. Not only through
written or printed and also can you enjoy this book by simply e-book. In the modern era including now, you
just looking from your mobile phone and searching what their problem. Right now, choose your own ways to
get more information about your publication. It is most important to arrange yourself to make your
knowledge are still update. Let's try to choose appropriate ways for you.

Rachel Cady:

Reading a reserve make you to get more knowledge from this. You can take knowledge and information
from your book. Book is written or printed or illustrated from each source in which filled update of news. In
this particular modern era like now, many ways to get information are available for an individual. From
media social just like newspaper, magazines, science e-book, encyclopedia, reference book, novel and comic.
You can add your knowledge by that book. Are you hip to spend your spare time to spread out your book?
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