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Introduction 
Outlook is like the cockpit of an airplane. Just about anything you need to do 
at work can be managed from it.  

Overview of the Chapters 
First, you’ll learn how to move from one message to the next, finish quickly, 
and free up more time for other important projects. Next, you’ll explore Tasks 
and how to manage and remember work you do every day. After that, you’ll 
use Calendar to stay on schedule. Then, you’ll move to Contacts and stay 
connected with everyone in your network. To help you keep up with tidbits of 
information you may have scattered everywhere, you’ll learn how to use 
electronic notes and integrate them throughout Outlook. Next, you’ll discover 
maintenance tips for keeping Outlook running smoothly. And finally, you’ll 
incorporate an email policy for your organization that will keep you out of 
trouble. And mixed throughout all of this are time management principles I 
use every day. 

Writing Style 
You won’t see any fluff in this book. I have a habit of not taking ten pages to 
express something I can say in a paragraph. You’ll notice throughout this book 
that I get right to the point. If the heading explains what the text is about, I 
don’t waste words re-explaining it. When it’s obvious that you need to click 
OK until you’re back out of a dialog box, I don’t say it.  

Formatting 
I’ve done my best to keep the formatting consistent throughout this book. 
When you have to click, the text is bold except when I offer an alternative 
method. When I refer to a section of a dialog box, it’s in italics. 

How to Learn Outlook 
The best way to learn Outlook is to start from the beginning chapter and work 
your way through the book. Do this whether you think you already know 
something or not. There are wonderful nuggets throughout, and I don’t want 
you to miss any.  

Right now, you may feel that you’re out of control.  All of this is about to 
change if you commit to going through the tips and tricks outlined in this 
book. So go ahead and get comfortable, clear the calendar, close the door, and 
start learning how this powerful software can solve life’s problems! 
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