
Outlook 2010 Training follow-up materials 
 

Sharing calendars: 
http://office.microsoft.com/en-us/outlook-help/share-an-outlook-calendar-with-other-people-
HA010354420.aspx   
 
Scheduling a meeting: 
http://office.microsoft.com/en-us/outlook-help/schedule-a-meeting-with-other-people-
HP001230384.aspx  
 
Creating tasks and to-do items: 
http://office.microsoft.com/en-us/outlook-help/create-tasks-and-to-do-items-HA010354415.aspx  
 
Create assigned tasks: 
http://office.microsoft.com/en-us/outlook-help/create-and-track-assigned-tasks-HA010355069.aspx  
 
Using keyboard shortcuts for calendar, contacts, and tasks: 
http://office.microsoft.com/en-us/outlook-help/outlook-2010-keyboard-shortcuts-ii-calendar-contacts-
tasks-RZ102746902.aspx?CTT=5&origin=HA104039047  
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