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Outlook 2007

a lot more than e-mail

New Features:
The To-Do Bar

Notes
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1. Date Navigator.

2. Upcoming calendar appointments.
3. A place to enter new tasks by typing.
4 Your task list.
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Overview of the To-Do Bar

The To-Da Bar appears on the right side of the screen and lists tasks and upcoming calendar events. Itis a
guick way to see what is due in the near future. If it is not visible, view the To-Do Bar by choosing the View
drop-down menu, and clicking To-Do Bar. A few key elements are highlighted below:
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Office Outlook 2007

Drag ltems to Your Calendar
from the To-Do Bar

You can drag items from the To-Do Bar to your
calendar in order to set aside time to get those
items done.
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How to Share Calendars
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