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appointments and upcoming events; integrating with other Office applications; and much more. With

valuable tips on customization, security, and mobilizing your Outlook data, this is a must-have resource
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e-mail accounts, create folders, and automate mail handlingLearn advanced e-mail management

strategies, such as intelligent grouping, filtering, and Color CategoriesCreate Tasks and To-Do items and

use the To-Do BarCreate search folders, plus manage and archive informationNavigate the Notes and

Journal functionsCustomize the user interface, including toolbars and menusSecure your account and

block junk mail and spamMobilize your Outlook data so you can stay connected while on the roadUse

Outlook with Microsoft Exchange and SharePoint ServicesConnect Hotmail and Gmail accounts to
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