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0 What we’re going to talk about
As an email program Outlook is well known and widespread. But sadly,
users o�en don’t know much what else it can do for them. It can sort your
mails, tag, and highlight them, answer independently, remind of tasks,
follow-up on your mails and much more. Just like an assistant should
support you.
This booklet won’t explain the last detail, i.e., how to write an email or
where to click for an appointment. To do that, it would have to have many
more pages. It is wri�en for people familiar with the basic func�ons but
would like to do more and be�er than before.
Office 365 is designed for con�nuous improvement and moderniza�on.
Therefore, it is possible that your version is slightly different from the one
used when this book was wri�en. That depends i.e. on the update
frequency of your office package. Microso� intended it to be this way. For
us as users it means, we must be more flexible than before.
We have not test data – whether it works is something you will only see in
real life. S�ll, I’m sure in your mailbox you will find examples enough to test
the possibili�es. Otherwise, you hardly would have bought this book .
 

 


