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Note: This guide was updated in September 2015 and reissued under ISBN 978-1-939791-89-4.

Please search that ISBN to get the latest version of this guide. Laminated quick reference card

showing step-by-step instructions and shortcuts for how to use Microsoft Outlook Web App for

Exchange 2013. This guide is suitable as a training handout, or simply an easy to use reference

guide, for any type of user.The following topics are covered:Mail:Displaying the InboxCreating and

Sending a MessageAttaching a File to a MessageShowing BCCSending a Message with High or

Low Importance Requesting a Read or Delivery Receipts Checking Spelling Show/Hide the Reading

PaneGrouping Messages by ConversationIgnoring a ConversationReading Messages

Opening/Saving AttachmentsReplying to a MessageForwarding a MessageSaving a DraftCreating a

FolderMoving or Copying MessagesOpening Another User's MailboxCreating an E-Mail

SignatureOpening Another User's MailboxTurning on/off Automatic Replies when Out of the

Office.Chat:Starting a ChatChanging Your Chat StatusSigning Out of Instant

Messaging.People:Displaying PeopleCreating and Editing ContactsFinding a

ContactLinking/Unlinking ContactsCreating a Distribution ListSending a Mail Message or Meeting

Request to a Contact.Tasks:Displaying TasksChanging Tasks ViewedCreating a TaskMarking a

Task or Flagged Item Complete. Calendar:Displaying the Calendar Viewing the CalendarCreating &

Editing AppointmentsScheduling MeetingsResponding to Meeting RequestsMaking an Appointment

Repeat.Common Procedures:Using FlagsSorting Tasks/Contacts/EmailDeleting an ItemUndeleting

an ItemUsing CategoriesLogging Off.Also includes a list of keyboard shortcuts.
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