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Download the eBook and follow alongWho this book is for Microsoft Outlook Step by Step is designed for use as a learning

and reference resource by home and business users of Microsoft Of ce programs who want to use Outlook to manage

email messages, calendaring, contact records, and task lists. Discover advanced and little-known features that will help you

get organized and stay on top of things. program. Speci cally, the following objectives are associated with this set of

skillsCreate and manage calendars your Microsoft Outlook desktop application as well as from Microsoft Outlook App.

Note: Of ce supports the use of Microsoft Of ce Outlook and Microsoft Outlook Note that these email programs cannot

be installed on the same computer simultaneously. Add Of ce to your Outlook desktop application Use Outlook to create

daily and monthly schedules, manage a to-do list, organize messages into folders, and make notes for later reference. Sync

email across your devices and access Outlook from any computer, tablet, or phone Get easy-to This Step by Step book has

been designed to make it easy for you to learn about key aspects of four of the Microsoft Of ce apps—Word, Excel,

PowerPoint, and eBook The quick way to learn Microsoft Outlook! In this workshop, we will learn the basics of email

including creating and. Get more done quickly with Outlook Jump in wherever you need answers--brisk lessons and

colorful screenshots show you exactly what to do, step by step. What do you want to do? This is learning made easy. Get

more done quickly with Outlook Jump in wherever you Covers Word, Excel, PowerPoint and Outlook; Format Word

documents for maximum visual impact; Build powerful, reliable Excel workbooks for analysis and reporting; eBook: Get

started with OneDrive. Learn better, faster ways of doing things in Outlook for Windows. responding to emails; and the

basics of calendars including creating appointments Manage schedules. Microsoft Outlook is an email and calendar. The

skills tested in this section of the Microsoft Of ce Specialist exam for Microsoft Outlook relate to managing calendars,

calendar items, tasks, and notes. The Microsoft This is a basic computer workshop.
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