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Microsoft Office Outlook 2007 Plain Simple
Experience learning made easy—and quickly teach yourself how to manage your
communications with Outlook 2007. With Step By Step, you set the pace—building and
practicing the skills you need, just when you need them! Send e-mail, schedule meetings, and
organize tasks for easy follow-up Manage your inbox with rules, folders, and search filters
Share your calendar with anyone via e-mail or on the Web Manage RSS feeds and
newsgroups—without leaving your inbox Learn ways to block spam and protect your sensitive
messages Personalize the way Outlook 2007 looks and works Your all-in-one learning
experience includes: Files for building skills and practicing the book’s lessons Fully searchable
eBook Bonus quick reference to the Ribbon, the new Microsoft Office interface Windows Vista
Product Guide eReference—plus other resources on CD For customers who purchase an
ebook version of this title, instructions for downloading the CD files can be found in the ebook.
Eight references in one-fully revised to include all the new features and updates to Windows 7
As the #1 operating system in the world, Windows provides the platform upon which all
essential computing activities occur. This much-anticiapted version of the popular operating
system offers an improved user experience with an enhanced interface to allow for greater
user control. This All-in-One reference is packed with valuable information from eight
minibooks, making it the ultimate resource. You'll discover the improved ways in which
Windows 7 interacts with other devices, including mobile and home theater. Windows 7 boasts
numerous exciting new features, and this reference is one-stop shopping for discovering them
all! Eight minibooks cover Windows 7 basics, security, customizing, the Internet, searching and
sharing, hardware, multimedia, Windows media center, and wired and wireless networking
Addresses the new multi-touch feature that will allow you to control movement on the screen
with your fingers With this comprehensive guide at your fingertips, you'll quickly start taking
advantages of all the exciting new features of Windows 7.
Completely redesigned to help users finish tasks more quickly and manage information more
effectively, Microsoft Office 2007 will offer users a new look and smarter ways of getting things
done. From the expanded depth and power of Excel 2007 to the new graphics capabilities and
formatting tools of PowerPoint, Microsoft has rethought and reworked the entire suite. And in
this new edition of our Office Visual QuickStart Guide, author Steve Schwartz has rewritten
from the ground up the entire book to better aid readers as they get up to speed with the new
Office tools. The book is essential reference tool for the home and small business user,
covering everything in the Office Basic, Home & Student, Standard, and Small Business suites.
Software covered includes: Word, Excel, OneNote, Outlook, PowerPoint, and Publisher. Easy
visual approach uses pictures to guide you through Microsoft Office and show you what to do.
Concise steps and explanations let you get up and running in no time. Page for page, the best
content and value around. Table of Contents: Part I: Introducing Microsoft Office 2007 Chapter
1: What's New in Office 2007? Chapter 2: Office Basics Part II: Microsoft Word Chapter 3:
Getting Started with Word 2007 Chapter 4: Formatting Documents Chapter 5: Creating
Outlines Chapter 6: Tables, Charts, and Art Chapter 7: Sharing Word Documents Part III:
Microsoft Excel Chapter 8: Getting Started with Excel 2007 Chapter 9: Formatting Worksheets
and Data Chapter 10: Formulas and Functions Chapter 11: Working with Tables Chapter 12:
Creating Charts Part IV: Microsoft PowerPoint Chapter 13: Getting Started with PowerPoint
2007 Chapter 14: Creating a Presentation Chapter 15: Completing a Presentation Part V:
Microsoft Outlook Chapter 16: Getting Started with Outlook 2007 Chapter 17: Using the
Address Book Chapter 18: Composing and Sending Mail Chapter 19: Receiving Mail Chapter
20: Managing the Mail Chapter 21: Tasks and Appointments Part VI: Microsoft OneNote
Chapter 22: Getting Started with OneNote 2007 Chapter 23: Creating Notes Chapter 24:
Embellishing and Editing Notes Chapter 25: Managing Notes Part VII: Microsoft Publisher
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Chapter 26: Getting Started with Publisher 2007 Chapter 27: Distributing and Printing Index
Nine minibooks spanning more than 800 pages make this an indispensable guide for Outlook
power users Covers the new Outlook interface and features and offers detailed coverage of
Outlook tools, techniques, and tricks Minibooks include: Outlook basics; e-mail, RSS, and
news; personal information management; managing and controlling information; collaboration;
functional forms; VBA programming; managing business information; and maintenance,
management, and troubleshooting Office has more than 120 million users worldwide-90
percent of the business productivity software market-and most of these users look to Outlook
for e-mail, calendaring, and personal information management
Experience learning made easy—and quickly teach yourself how to create impressive
documents with Word 2007. With Step By Step, you set the pace—building and practicing the
skills you need, just when you need them! Apply styles and themes to your document for a
polished look Add graphics and text effects—and see a live preview Organize information with
new SmartArt diagrams and charts Insert references, footnotes, indexes, a table of contents
Send documents for review and manage revisions Turn your ideas into blogs, Web pages, and
more Your all-in-one learning experience includes: Files for building skills and practicing the
book’s lessons Fully searchable eBook Bonus quick reference to the Ribbon, the new
Microsoft Office interface Windows Vista Product Guide eBook—plus more resources and
extras on CD For customers who purchase an ebook version of this title, instructions for
downloading the CD files can be found in the ebook.
Microsoft Office Outlook 2007 Plain & Simple
Looks at the updates, changes, and enhancements of the 2007 Microsoft Office system, with
information on Word, Excel, PowerPoint, Publisher, OneNote, Access, Outlook, and Groove.
Get the full-color, visual guide that makes learning Microsoft SharePoint 2013 plain and simple!
Follow the book’s easy steps and screenshots and clear, concise language to learn the
simplest ways to get things done. Here’s WHAT you’ll learn: Create libraries for all kinds of
media Share information in one location Organize people and processes Connect SharePoint
to Microsoft Office with no fuss Find things fast with the Search Center Expand your
community with social networking Here’s HOW you’ll learn it: Jump in wherever you need
answers Follow easy STEPS and SCREENSHOTS to see exactly what to do Get handy TIPS
for new techniques and shortcuts Use TRY THIS! exercises to apply what you learn right away
Experience learning made easy—and quickly teach yourself how to organize, analyze, and
present data with Excel 2007. With Step By Step, you set the pace—building and practicing the
skills you need, just when you need them! Create formulas, calculate values, and analyze data
Present information visually with graphics, charts, and diagrams Build PivotTable dynamic
views—even easier with new data tables Reuse information from databases and other
documents Share spreadsheets for review and manage changes Create macros to automate
repetitive tasks and simplify your work Your all-in-one learning experience includes: Files for
building skills and practicing the book’s lessons Fully searchable eBook Bonus quick
reference to the Ribbon, the new Microsoft Office interface Windows Vista Product Guide
eReference—plus other resources on CD For customers who purchase an ebook version of this
title, instructions for downloading the CD files can be found in the ebook.
Provides information on how to use Microsoft Outlook 2007 to perform such tasks as writing
and sending e-mail, organizing one's work, sharing information, scheduling meetings and
appointments, and managing items and folders.
Tweak It and Freak It A Killer Guide to Making Windows Run Your Way Hundreds of millions of
people use Windows every day, and it’s a safe bet that some of them would not describe
themselves as happy campers. Regardless of skill level, most people have something they
dislike about Windows, and they often have a whole laundry list of Windows gripes. “Why
can’t Windows do this rather than that?” “Why does Windows do X instead of Y?” “Wouldn’t
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it be great if Windows could do Z?” Most people think Windows is set in stone, but it isn’t!
Strip off that veneer and a whole world comes into view, one that’s hackable, moddable,
tweakable, customizable, and personalizable. This book shows you the tools and technologies
that anyone can use to hack almost every aspect of Windows, from startup to shutdown, from
the interface to the Internet, from security to scripting. • Speed up your tired PC with a fistful of
easy-to-do, but oh so powerful tweaks! • Tired of looking at the same old Windows day in and
day out? So are we! That’s why we show you how to give Windows a makeover! • Want to be
more productive at work or home? This book is full of productivity tweaks that not only make
Windows more fun to use, but also save you tons of time. • Create custom backup routines
that safeguard your precious data. • Tighten the security of your PC and your network to stop
would-be thieves in their tracks. • Dual-boot Windows XP and Vista on the same machine, or
dare we say it, run MacOS on your PC! We won’t tell. Paul McFedries is a passionate
computer tinkerer and Windows expert. He is the author of more than 60 computer books that
have sold more than 3 million copies worldwide. His recent titles include the Sams Publishing
books Windows Vista Unleashed, Second Edition, and Windows Home Server Unleashed, and
the Que Publishing books Build It. Fix It. Own It. : Networking with Windows Vista, Formulas
and Functions with Microsoft Excel 2007, Tricks of the Microsoft Office 2007 Gurus, and
Microsoft Access 2007 Forms, Reports, and Queries. Paul is also the proprietor of Word Spy
(www.wordspy.com), a website devoted to tracking new words and phrases as they enter the
English language. CATEGORY: Windows Operating System COVERS: Windows Vista and XP
USER LEVEL: Beginning-Intermediate
7 books in 1—your key to PowerPoint success! Your one-stop guide to perfect presentations
with PowerPoint 2007 Everybody uses PowerPoint, right? How can you make your
presentations pop? Check this handy reference with its easy-to-use minibooks! Once you get
going with all the cool new stuff in PowerPoint 2007, you find out how to jazz up your
presentations with charts, transitions, photos, animation, and even some ultra-cool power-user
tricks. Discover how to Plan and create a presentation Use speed techniques Handle master
slides and master styles Customize slides with themes and templates Make diagrams and
charts Create video slides
Get the most out of the all-new release of Outlook Centralize communications and schedule
management with Outlook 2007 using this easy-to-use guide. Get a quick tour of new and
updated Outlook features, including the redesigned interface, then dig into managing your email; recording and tracking 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 for every Outlook 2007 user. Navigate the new
interface and learn keyboard shortcuts Manage multiple e-mail accounts, create folders, and
automate mail handling Learn advanced e-mail management strategies, such as intelligent
grouping, filtering, and Color Categories Create Tasks and To-Do items and use the To-Do Bar
Create search folders, plus manage and archive information Navigate the Notes and Journal
functions Customize the user interface, including toolbars and menus Secure your account and
block junk mail and spam Mobilize your Outlook data so you can stay connected while on the
road Use Outlook with Microsoft Exchange and SharePoint Services Connect Hotmail and
Gmail accounts to Outlook
Get the guide that makes learning Microsoft Outlook 2010 plain and simple! This full color, nononsense book shows you the quickest ways to manage your email and schedule
appointments, using easy-to-follow steps and concise, straightforward language. You'll learn
how to stay productive and in touch with all of your personal and business networks. Here's
WHAT you'll learn: Send and receive messages, files, and photos Set up e-mail filters to weed
out the junk Manage your contacts and stay in touch Keep track of your calendar and manage
your tasks Read RSS feeds right from your inbox Jot down e-notes and keep a journal Here's
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HOW you'll learn it: Jump in whenever you need answers Easy-to-follow STEPS and
SCREENSHOTS show exactly what to do Handy TIPS teach new techniques and shortcuts
Quick TRY THIS! exercises help apply what you learn right away
Provides information on how to use Microsoft Outlook to perform tasks including writing and
sending e-mail, using instant messaging, managing a calendar, and managing items and
folders.
Special Edition Using Microsoft® Office 2007 THE ONLY OFFICE BOOK YOU NEED We
crafted this book to grow with you, providing the reference material you need as you move
toward Office proficiency and use of more advanced features. If you buy only one book on
Office 2007, Special Edition Using Microsoft® Office 2007 is the only book you need. If you
own a copy of Office 2007, you deserve a copy of this book! Although this book is aimed at the
Office veteran, Ed and Woody’s engaging style will appeal to beginners, too. Written in clear,
plain English, readers will feel as though they are learning from real humans and not Microsoft
clones. Sprinkled with a wry sense of humor and an amazing depth of field, this book most
certainly isn’t your run-of-the-mill computer book. You should expect plenty of hands-on
guidance and deep but accessible reference material. This isn’t your Dad’s Office! For the
first time in a decade, Microsoft has rolled out an all-new user interface. Menus? Gone.
Toolbars? Gone. For the core programs in the Office family, you now interact with the program
using the Ribbon—an oversize strip of icons and commands, organized into multiple tabs, that
takes over the top of each program’s interface. If your muscles have memorized Office menus,
you’ll have to unlearn a lot of old habits for this version.

Provides instructions on the features and functions of Microsoft Office, covering Word,
Excel, PowerPoint, Access, Outlook, OneNote, and Publisher.
Extend your Excel 2007 skills—and create more-powerful and compelling charts in less
time. Guided by an Excel expert, you’ll learn how to turn flat, static charts into dynamic
solutions—where you can visualize and manipulate data countless ways with a simple
mouse click. Get the hands-on practice and examples you need to produce your own,
professional-quality results. No programming required! Maximize the impact of your
ideas and data! Learn how your design decisions affect perception and comprehension
Match the right chart type to your communication objective Visualize—then build—your
solution using the author’s five-step approach Apply the science of color to make the
right things pop Add controls—such as drop-down lists and scroll bars—without coding
Use conditional formatting to dynamically highlight and analyze data Unleash your chartmaking creativity—and bring numbers to life! CD includes: More than 150 sample,
customizable charts for various business scenarios Helpful worksheets and job aids
Bonus content and resources Fully searchable eBook For customers who purchase an
ebook version of this title, instructions for downloading the CD files can be found in the
ebook.
An overview of the latest version of Outlook 2007 furnishes readers with insider
guidelines and helpful advice on how to best exploit the new features, functions, and
capabilities of the application, covering everything from simple tasks such as working
with schedules to managing contacts and using macros to expedite repetitive tasks.
Original. (All Users)
Portable and precise, this pocket-sized guide delivers ready answers for managing
databases and services in Exchange Server 2013. Zero in on core tasks through quickreference tables, instructions, and lists. You'll get the focused information you need to
save time and get the job done-whether at your desk or in the field. Coverage includes:
Managing databases and availability groups Core database administration Compliance
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and role-based access controls Managing mail flow Working with client access servers
Managing mobile users Maintenance, monitoring, and queuing Backups and
restorations
&>Paul McFedries, an Office "insider," that will help you learn the Office applications
inside and out. Designed to bridge the gap between your expectation and reality, you
will go beyond the basics and learn newly discovered techniques, shortcuts, and best
practices. Through real-world examples that showcase how the tips and tricks can be
used in everyday business tasks, Tricks of the Microsoft Office 2007 Gurus will help
you get the most out of Office 2007. Part I MICROSOFT WORD TRICKS Chapter 1
Text Tricks Chapter 2 Formatting Tricks Chapter 3 Document Tricks Chapter 4 Page
Layout Tricks Part II MICROSOFT EXCEL TRICKS Chapter 5 Formula and Function
Tricks Chapter 6 Workbook and Worksheet Tricks Chapter 7 Data Analysis Tricks
Chapter 8 Chart Tricks III MICROSOFT POWERPOINT TRICKS Chapter 9 Slide and
Presentation Tricks Chapter 10 Animation Tricks Chapter 11 Slide Show Tricks IV
MICROSOFT OUTLOOK TRICKS Chapter 12 Email Tricks Chapter 13 Calendar and
Contacts Tricks V MICROSOFT ACCESS TRICKS 14 Table and Query Tricks Chapter
15 Form and Report Tricks APPENDIXES Author Bio Paul McFedries is well-known as
a teacher of Office, Windows, and programming, particularly VBA. He is the president
of Logophilia Limited, a technical writing company. Paul has been writing programs for
PCs for more than 25 years and has been developing VBA applications since Microsoft
first added VBA to the Office suite in 1994. Now primarily a writer, Paul has written
more than 50 books that have sold more than three million copies worldwide. These
books include Access 2007 Forms, Reports, and Queries (Que, 2007), Formulas and
Functions with Excel 2007 (Que, 2007), VBA for the 2007 Microsoft Office System
(Que, 2007), and Windows Vista Unleashed (Sams, 2006).
Get the fast facts that make learning Office 2010 plain and simple! This colorful, nononsense guide uses easy-to-follow steps and screenshots, and clear, concise
language to show the simplest ways to get things done with Microsoft Word, Excel,
Outlook, PowerPoint, Access, Publisher, and OneNote. Here's WHAT You'll Learn
Create documents, Web pages, and other publications Organize your e-mail, calendar,
contacts and tasks Build spreadsheets to analyze and visualize data Set up a simple
database Capture notes with ink, voice or text Here's HOW You'll Learn It Jump in
wherever you need answers Easy-to-follow STEPS and SCREENSHOTS show exactly
what to do Handy TIPS teach new techniques and shortcuts Quick TRY THIS!
Exercises help you apply what you learn right away
Discover all the ways Outlook can make your life with this book. In the handy package
that is Outlook, you get the tools you use constantly: e-mail, a calendar and
appointment book, a contacts list, a to-do list, and more. Learn to use them together,
and you have a sophisticated system for managing your day. This complete A-to-Z
guide can teach you, whether you’re just venturing into Outlook or are ready to
customize and tweak it with VBA programming.
Here’s the utterly practical, pocket-sized reference for IT professionals who support
Microsoft Exchange Server 2007, now updated for the new features in Service Pack 1
(SP1). This unique guide provides essential details for using this next-generation
messaging and collaboration platform to deliver better performance, interoperability,
and end-user experience. Written by award-winning author and technology expert
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William Stanek, this POCKET CONSULTANT puts expert advice for installation,
migration, administration, and troubleshooting right at your fingertips. Featuring quickreference tables, concise lists, and step-by-step instructions, this handy, one-stop guide
provides fast, accurate answers on the spot—whether you’re at your desk or in the field!
This is a book that helps you learn Office 2007, the contemporary offering from Microsoft.
Being precise and complete, it offers the reader a cutting edge in the field of Office 2007. An
easy to understand style, lots of examples to support the concepts and use of practical
approach in presentation are some of the features that make the book unique in itself.
Microsoft Word is one of the most used applications in the Microsoft Office suite. This handy
reference includes clear explanations, legal-specific descriptions, and time-saving tips for
getting the most out of Microsoft Word and customizing it for the needs of today's legal
professional. Focusing on the tools and features that are essential for lawyers in their practice,
this book explains the key components to help make lawyers more effective, more efficient,
and more successful.
“Everything you need to master Access 2007 forms, reports, and queries.” –Charles Carr,
Reviews Editor, ComputorEdge Magazine Create Forms for Business Ensure Data Entry
Accuracy Build Elegant Form Interfaces Collect Data Via Email Design Effective Business
Reports Make an Invoice Report Create Mailing Labels Extract Data Work with Multiple Tables
Calculate Discounts Analyze Data Develop your Microsoft Access expertise instantly with
proven techniques Let’s face it: Microsoft Access is a large, intimidating program. Most people
never progress beyond creating simple tables and using wizards to build basic forms and
reports. At the same time, you need information and you know that what you seek is
embedded somewhere in your Access database. Without a more sophisticated knowledge of
how to extract and present that data, you’re forced to rely on office gurus and overworked IT
people to provide canned reports or one-size-fits-all solutions. This book changes all that by
giving you the skills to build efficient front-ends for data (forms), publish the results in an
attractive and easy-to-read format (reports), and extract the data you need (queries). This book
shuns the big Access picture and instead focuses intently on forms, reports, and queries. This
in-depth approach will give you the knowledge and understanding you need to get at the data
and prove the old saw that knowledge is power. · Focuses on the three technologies that you
must master to get the most out of Access: forms, reports, and queries. · Avoids database
theory in favor of practical know-how that you can put to use right away. · Packed full of realworld examples and techniques to help you learn and understand the importance of each
section. · Covers what’s new and changed in Microsoft Access 2007. Introduction Part I:
Creating Forms Chapter 1 Creating and Using a Form Chapter 2 Working with Form Controls
Chapter 3 Designing Forms for Efficient and Accurate Data Entry Chapter 4 Designing Forms
for Business Use Chapter 5 Creating Specialized Forms Part II: Designing and Customizing
Reports Chapter 6 Creating and Publishing a Report Chapter 7 Designing Effective Business
Reports Chapter 8 Designing Advanced Reports Chapter 9 Creating Specialized Reports Part
III: Creating Powerful Queries Chapter 10 Creating a Basic Query Chapter 11 Building Criteria
Expressions Chapter 12 Working with Multiple-Table Queries Chapter 13 Creating Advanced
Queries Chapter 14 Creating PivotTable Queries Chapter 15 Querying with SQL Statements
Index
Written specifically for lawyers to help them be more productive, a guide to Microsoft Office
shows how to utilize the many aspects of this powerful software, from helping users log and
track phone calls, meetings, and correspondence to archiving closed case material in one easyto-store location. Original.
Revised and updated to cover changes to all of Office's applications and productivity tools
Offers beyond-the-basics coverage of Office word processing, spreadsheets, presentations, email, databases, and desktop publishing Covers Word, Excel, Access, PowerPoint, Outlook,
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Publisher, productivity tools such as Microsoft OneNote, and SharePoint Thoroughly updated
to cover the new Office interface as well as new features in each application
You're beyond the basics, so dive right in and really take control of your communications and
workday! This supremely organized reference packs hundreds of timesaving solutions,
troubleshooting tips, and workarounds. It's all muscle and no fluff. Discover how the experts
manage Outlook 2010 -- and challenge yourself to new levels of mastery. Customize and
configure Outlook 2010 with advanced setup options Organize and share your calendar, tasks,
and notes to optimize efficiency Learn expert ways to manage your contacts and other critical
data Extend the power of Outlook by using it with Microsoft Word, Access, and Excel
Collaborate through Microsoft SharePoint 2010 libraries and files Implement virus protection,
encryption, spam filters, and other security features Perform Outlook tasks through a Web
browser or with a mobile device Configure Outlook as a Microsoft Exchange Server 2010 client
The book website includes a fully searchable online edition of this book, with unlimited access
on the Web.
"The fast-answers, on-the-go guide to administering Microsoft Exchange Server 2007 with
Service Pack 1. This pocket-sized reference features concise tables, listings, and step-by-step
instructions for concise, accurate answers on the spot"--Resource description page.
Seniors who are new to computers can learn Office applications quickly and easily If you're
over 50 and new to computers, everything about them can seem intimidating. The most
common applications you'll want to use are part of the Microsoft Office suite - Word, Excel,
PowerPoint, and Outlook. Microsoft Office 2007 For Seniors For Dummies shows you how to
use each one in a straightforward, fun manner that takes all the apprehension away. This plainEnglish guide shows you just what you need to know to write letters with Word, keep a budget
with an Excel spreadsheet, create fun slideshows with PowerPoint, and set up an e-mail
account using Outlook. Microsoft Office 2007 For Seniors For Dummies doesn't assume you
were born knowing how to use a computer; it starts at the beginning and makes learning easy
and quick. Each chapter lists the tasks covered, with page references to help you locate what
you need Shows how to start each application and navigate the elements on the screen
Covers how to create documents in Word and provides templates for letters and faxes
Explains how to create spreadsheets and includes a grid for budgeting Guides you through
creating a PowerPoint presentation Demonstrates how to set up an e-mail account with
Outlook and communicate with others Microsoft Office 2007 For Seniors For Dummies will
have you using basic Office applications in no time, and boost your confidence too.

Written by one of the most popular and knowledgeable Microsoft Outlook MVPs,
this book fills a void in the market for a professional-level Outlook programming
book Explains how to use the many new features of Outlook 2007's object model
and offers honest advice from the author on how to deal with common
shortcomings and pitfalls of Outlook Addresses common workarounds for
Outlook programming bugs and how to interface with Word, Excel, SharePoint,
and Access Discusses the new Object Model, Outlook forms, COM add-ins,
security, and more
With a focus on connectivity, clients, and unified messaging, this book delivers
the ultimate, in-depth reference to IT professionals planning and managing an
Exchange Server 2013 deployment. Guided by Paul Robichaux, a Microsoft MVP
and popular author, you will: Understand how Exchange Server 2013 works with
previous versions Gain expert insights into supporting clients, mobile devices,
and UM Take a deep dive into front-end servers; certificate and namespace
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management; transport rules; load balancing; client management, including
Microsoft Outlook, Outlook Web App (OWA), and POP3/IMAP4; mobile devices;
anti-malware and anti-spam features; Unified Messaging; Microsoft Lync; Office
365; Exchange Online.
Take the lead—and deliver better results—by revolutionizing the way you and your
colleagues communicate, collaborate, and coordinate everyday work. Dive in as
the author, a collaboration expert, demonstrates how to inspire great teamwork
using Microsoft SharePoint technologies. Discover the best practices that enable
even far-flung teams to produce powerfully productive results—and apply them to
your own projects! Learn how to: Follow a five-phase approach to managing
teams and projects Synchronize your team’s vision, as well as their work
Structure SharePoint sites to give people a place to work and a place to see
what’s going on Inspire more creative problem-solving through team wikis and
blogs Capture and coordinate team and stakeholder feedback more efficiently
Drive the smart, timely decisions that keep projects on track Wrap up projects the
right way—for results you can repeat Includes bonus chapters online.
Every business professional faces challenges in managing their time to be as
efficient and productive as possible. Information management has become an
important everyday task in helping manage these challenges successfully, and
Microsoft Outlook is the gold standard to help users stay organized. Outlook not
only helps manage contacts, appointments, and tasks, it also serves as the email and fax client. Outlook 2007 has been redesigned and improved with a new
user interface, electronic business cards, RSS support, smart scheduling, antiphishing capabilities, junk e-mail filter, and more. Case study sections called
"Improving Your Outlook" illustrate how to apply the information learned in realworld situations. Troubleshooting sections in each chapter illustrate common
problems that occur when using Outlook, followed by a detailed solution. With
this book, you learn the latest features and improvements in Outlook by focusing
on user productivity through real-world techniques in real-world environments.
Explaining how to use the new features of Windows Vista, a comprehensive
manual details hundreds of timesaving solutions, troubleshooting tips, and
workarounds, covering the new features of Microsoft Windows Media Player and
Microsoft Internet Explorer 7.
Outlook 2007 in Simple Steps is a book that helps you learn Outlook 2007, the
contemporary offering from Microsoft. Being precise and complete, it offers the
reader a cutting edge in the field of Outlook 2007. An easy to understand style,
lots of examples to support the concepts, and use of practical approach in
presentation are some of the features that make the book unique in itself. Text in
this book is presented in such a way that it will be equally helpful to the beginners
as well as to the professionals.
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