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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use mail features of Microsoft Office Outlook 2010. 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 included: Displaying Mail Folders; Navigation Pane; To-Do Bar; Creating and
Sending a Message; Attaching a File to a Message; Showing BCC; Sending a Message with High or Low Importance; Requesting a Read or Delivery Receipt; Drafting a
Message; Delaying the Delivery of a Message; Restricting Forwarding, Printing or Copying. Reading Messages, Using the People Pane, Manual Send/Receive, Using the
Outbox, Using Desktop Alerts. Deleting Messages, Emptying the Deleted Items Folder, Saving an Attachment, Removing an Attachment, Replying, Forwarding, Printing a
Message. Sorting Messages, Grouping Messages by Conversation, Ignoring a Conversation, Cleaning up Redundant Messages, Turning Grouping On/Off, Creating an E-Mail
Signature, Manually Inserting Signatures, Creating a Distribution List. Using Task Flags, Creating Folders, Adding/Removing Favorite Folders, Moving or Copying Messages,
Using Quick Steps, Finding Mail Messages, Creating a Contact from a Message, Using the Rules Wizard, Using the Out of Office Assistant, Handling Junk Mail. Also includes a
list of Keyboard and Selection Shortcuts. This guide is one of several titles available for Outlook 2010: What s New in Outlook 2010 from 2003, Outlook 2010 Mail, Outlook 2010
Calendar, Contacts, Tasks, Outlook Web Access for Exchange 2010.
Step-by-Step, Full-Color Graphics! Start using Outlook 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up the latest release
of Microsoft's powerful communications application. Follow along and quickly learn how to send, receive, and manage e-mail; enter contacts; schedule appointments; track tasks;
keep a journal; use notes; manage files and folders; and set up instant messaging. Get up to speed on Outlook 2010 in no time with help from this practical, fast-paced guide.
Use these handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus
information related to the topic being covered Errors and pitfalls to avoid
Step-by-Step, Full-Color Graphics! Start using Windows 7 right away--the QuickSteps way. Color photos and screenshots with clear instructions make it easy to get up to speed
on all the features of this versatile operating system. Follow along and quickly learn how to customize your desktop, manage files, connect to the internet, use email, add
hardware and software, print documents, and secure your system. You'll also get tips for using Windows 7 to work with your photos, play music, and make movies. Written by a
senior for seniors, this practical, fast-paced guide helps you get the most out of Windows 7. The unique, oblong layout of the QuickSteps series mimics your computer screen,
displays graphics and explanations side by side, and lays flat so you can easily refer to the book while working on your computer. Use these handy guideposts: Shortcuts for
accomplishing common tasks Personal insights from other seniors Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information
related to the topic being covered Errors and pitfalls to avoid
Step-by-Step, Full-Color Graphics! Start using Office 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up the latest release of
Microsoft's powerful productivity suite. Follow along and quickly learn how to create Word documents; build Excel spreadsheets; manage Outlook email, contacts, and schedules;
design PowerPoint presentations; and use Office Web Apps. Get up to speed on Office 2010 in no time with help from this practical, fast-paced guide. Use these handy
guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information related to
the topic being covered Errors and pitfalls to avoid
The Microsoft Official Academic Courseware (MOAC) Office 2010 Series is the only Official Academic Course Material. The new and enhanced MOAC/ Microsoft Office Outlook
2010 Phyllis Trayler features Enhanced Wiley Desktop Editions as well as many other enhanced features designed to re-enforce workforce skills. The addition of animated
tutorials in the Enhanced Wiley Desktop Editions and WileyPLUS courses, textbooks include additional materials on different skill levels to help users keep pace. WileyPLUS and
an automatic Office assignment grader provides immediate feedback on every assignment, to help users practice and hone skills at their own pace. MOAC/ Microsoft Office
Outlook 2010 is built from the ground-up around the MOS® certification objectives- making it a great way to learn all the workforce-oriented tasks required for certification. The
Test Bank now offers greater flexibility and provides more than 75 questions and 3 projects per lesson, as well as automated grading via OfficeGrader. Furthermore, the latest
edition's use of color in screen captures allows users to follow on screen much easier, as screen captures will look the exact same as the application. Additional projects
throughout the book helps users comprehend how a task is applied on the job. OfficeGrader functionality added to WileyPLUS provides immediate feedback on all homework,
assignments, and projects and additional animated tutorials on key Office tasks provides additional help on difficult topics.
Microsoft Office Access 2010 QuickStepsMcGraw Hill Professional
Step-by-Step, Full-Color Graphics! Start using QuickBooks 2011 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up on the latest release of the
leading small business financial software. Follow along and learn how to customize bookkeeping, process invoices, manage payroll, track inventory, run reports, and much more. Get up to
speed on QuickBooks 2011 in no time with help from the practical, fast-paced guide. The unique, oblong layout of the QuickSteps series mimics your computer screen, displays graphics and
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explanations side by side, and lays flat so you can easily refer to the book while working on your computer. Use these handy guideposts: Shortcuts for accomplishing common tasks Need-toknow facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid
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.
Essential Computer and it Fundamentals for Engineering And S
Step-by-Step, Full-Color Graphics! Get started using QuickBooks 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up on the latest release
of this powerful small business financial software. Follow along and learn how to customize bookkeeping, process invoices, manage payroll, track inventory, run reports, and much more. Get
up to speed on QuickBooks 2010 in no time with help from the practical, fast-paced guide. Use these handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in
concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid Thomas E. Barich has been working with
QuickBooks for more than 10 years, providing QuickBooks consulting services, and using it to manage his own small business ventures.
An illustrated guide to Microsoft Access 2003 covers such topics as creating a database, modifying tables, retrieving information, creating forms, and security.
Step-by-Step, Full-Color Graphics! Start using Excel 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up on the latest release of
Microsoft's powerful spreadsheet application. Follow along and quickly learn how to create workbooks, enter and edit data, use formulas and functions, create charts and tables, analyze data,
extend Excel, and more. Get up to speed on Excel 2010 in no time with help from this practical, fast-paced guide. Use these handy guideposts: Shortcuts for accomplishing common tasks
Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid
The new, improved QuickSteps series introduces Microsoft Word 2013 and gets users up and running even faster with all the most important features of the worlds most popular word
processing application

"This course covers those features of Microsoft Office 2010 that are new to the Office system, with dedicated units for the new features of each application. In Word, students will
learn to use the Navigation pane and apply new text effects. In Excel they will use sparklines, filter data with slicers, and create a PivotChart. In PowerPoint they will organize
slides into sections, edit movie clips, apply animation effects, and learn how to broadcast slide shows. In Outlook they will manage e-mail conversations, create Quick Steps, and
use the People Pane. In Access, they will learn how to use the tabbed document window, create Lookup list fields, and use the data type gallery. In addition, students will learn
about ribbon customization and Backstage view, and save a file as a PDF."--Resource description page.
This book addresses the web services arena with a specific agenda of providing information right from covering the fundamental aspects to its deployment and implementation
issues. The content is introductory in nature, and covers not only the technology aspects, but also highlights the application scenarios across the industry. In order to illustrate the
potential of web services, a case study exemplifying the Financial and Banking Services industry has been chosen for presentation the book.
You use Microsoft Outlook every day. Why not use it faster, better, smarter? It's one of the few applications that is always up and running on your computer. Though you use it all
the time, are you using it efficiently and effectively? Ask yourself: How well are the tens or thousands of e-mails in my inbox organized? How fast can I find what I am looking for,
be it an e-mail, a contact or a command button? With these 30+ illustrated tips and keyboard shortcuts, you will become more proficient in Microsoft Office Outlook. You will
spend less time in your inbox and more time getting work done. Find Tips On: Customizing Outlook to fit your needsIdentifying important messages fastIgnoring redundant or
annoying messagesSetting up automatic e-mail repliesCreating contact groupsOutlook automationLocating old itemsand much, much more. Are You Ready To Work Smarter
Not Harder? Download now and get control of your Inbox TODAY! Scroll to the top of this page and click the 'buy button'
Step-by-Step, Full-Color Graphics! Get up and running on Quicken right away--the QuickSteps way. Full-color screenshots and simple instructions make it easy to start using the
latest release of the #1 personal finance software. Follow along and learn how to balance your checkbook, pay bills, coordinate online banking, track investments, budget your
money, manage your taxes, generate reports, print checks, and much more. Use Quicken 2011 to manage your personal finances with help from this practical, fast-paced guide.
The unique, oblong layout of the QuickSteps series mimics your computer screen, displays graphics and explanations side by side, and lays flat so you can easily refer to the
book while working on your computer. Use these handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in concise narrative Helpful reminders or
alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid
This book is a practical, step-by-step guide to getting started with Microsoft Office 2010. You’ll learn how to create and edit essential office files—documents, spreadsheets,
presentations, and more—quickly and efficiently. You’ll also learn about all of the new updates included with Office 2010. Collaborate on projects in the cloud and access your
files from virtually anywhere—with Beginning Microsoft Office 2010, you’ll take a hands-on approach to learning everything, new and old, that the world’s most popular
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productivity software suite has to offer. Get started with Office 2010 Basics. Create, store, and share office documents. Use shared Office tools both online and offline. How to
keep e-mail, contacts, appointments, notes, and tasks organized.
Office 2010 In Depth is the beyond-the-basics, beneath-the-surface guide for everyone who wants to streamline their work with Office 2010, and get more done in less time. Best
selling technology expert Joe Habraken provides specific, tested, proven solutions to the problems Office users run into every day: challenges other books ignore or oversimplify.
Habraken thoroughly covers all facets of working with Office 2010's core features and techniques, and powerful new enhancements such as: " The updated customizable Ribbon
and new Backstage full-screen options menu " Vastly improved image and illustration tools " Live Preview for tasks like Paste, Insert, or Theme change " Improved integration
with SharePoint services, Windows Live, and Office Web Apps " And much more Simply put, no other book offers Office 2010 users this much simplicity, usable content,
flexibility, and value. As with all In Depth books, Office 2010 In Depth presents comprehensive coverage, breakthrough techniques, exclusive shortcuts, quick access to
information, troubleshooting help for tough problems, and real-world examples with nothing glossed over or left out. This book is both a reference and a desk-side resource,
providing in depth coverage of important Office 2010 applications features and tools. By Joe Habraken, an Office expert and best selling author Covers the hottest new features
in Word, Excel, PowerPoint, Outlook, Access, and Publisher For everyone who wants to get the most out of Office 2010, from hobbyists to power users to corporate developers
Step-by-Step, Full-Color Graphics Start using PowerPoint 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up on the latest
release of Microsoft's powerful presentation application. Follow along and quickly learn how to create great-looking slides, add text, tables, charts, graphics, sound, and video,
and deliver a polished presentation guaranteed to impress. Get up to speed on PowerPoint 2010 in no time with help from this practical, fast-paced guide. Use these handy
guideposts: Shortcuts for accomplishing common tasks Need-to-need facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information related to
the topic being covered Errors and pitfalls to avoid Carole Matthews, co-creator of the QuickSteps series, is the author or coauthor of more than 50 books, including Photoshop
QuickSteps and QuickSteps to Winning Business Presentations.
Step-by-Step, Full-Color Graphics! Get up to speed with Windows 7 right away--the QuickSteps way. Fully updated to cover Windows 7 SP1, Windows Live Mail 2011, and Internet Explorer 9, this book
includes color screenshots and clear explanations that show you how to maximize the powerful features and upgrades available in Windows 7. Find out how to navigate and customize your desktop, store
data, manage files, connect to the Internet, use email, add hardware and software, work with photos, and enjoy multimedia. Managing security and setting up a wired or wireless network are also covered.
Start using Windows 7 in no time with help from this hands-on guide. The unique, oblong layout of the QuickSteps series mimics your computer screen, displays graphics and explanations side by side, and
lays flat so you can easily refer to the book while working on your computer. Use these handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in concise narrative Helpful
reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid Marty Matthews is the cocreator of the QuickSteps series and the author or
coauthor of more than 70 books, including the bestselling Windows Vista QuickSteps and Windows 7 QuickSteps.
Step-by-Step, Full-Color Graphics! Start using SharePoint 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up on the latest release of Microsoft's powerful
collaboration platform. Follow along and quickly learn how to use a SharePoint site, add pages and web parts, create and manage lists and libraries, and integrate with and collaborate using Microsoft Office
applications. You'll also find out how to customize pages with SharePoint Designer, use SharePoint Workspace to work offline on SharePoint content, handle permissions and security, and much more. Get
up to speed on SharePoint 2010 in no time with help from this practical, fast-paced guide. Use these handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in concise narrative
Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid
Step-by-Step, Full-Color Graphics! Start using Word 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up on the latest release of Microsoft's powerful word
processing application. Follow along and quickly learn how to create and format documents, add tables, charts, and graphics, use mail merge, collaborate with others, save Word documents as web pages,
and much more. Get up to speed on Word 2010 in no time with help from this practical, fast-paced guide. Use these handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in
concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid
Extensive coverage on using Microsoft Outlook to manage and organize your day As the number one e-mail client and personal information manager, Microsoft Outlook offers a set of uncomplicated features
that maximize the management of your e-mail, schedule, and general daily activities, with the least amount of hassle possible. Comprised of ten minibooks in one and packed with more than 800 pages, this
All-in-One For Dummies reference walks you through the convenience of Microsoft Outlook and introduces you to the newest features of the 2010 version. After a description of how to get started with Outlook
2010, you’ll get complete coverage on e-mail basics, advanced e-mail features, working with the calendar, managing contacts, and working with Business Contact Manager. You’ll learn how to track tasks,
take notes, and record items in the journal, as well as customize and manage Outlook and get mobile with Outlook. Offers soup-to-nuts coverage of Microsoft Outlook 2010, the newest version of the number
one most popular e-mail manager Walks you through getting started with Outlook and e-mail basics, and gradually progresses to more advanced features and capabilities of e-mail Explains how to work with
the Outlook 2010 calendar and manage your contacts Addresses tracking tasks, taking notes, recording items in the journal, and working with Business Contact Manager Shows you how to customize your
Outlook, manage all the information within Outlook, and take Outlook on the road Get a whole new outlook on Outlook 2010 with this complete guide!
Full-color, step-by-step guide to the new release of the world’s most popular spreadsheet application Get up and running with Excel 2013 right away--the QuickSteps way. Full-color screenshots on every
page with clear instructions make it easy to use the latest release of Microsoft's powerful spreadsheet application. Follow along and quickly learn how to create workbooks, enter and edit data, use formulas
and functions, create charts and tables, analyze data, extend Excel, and more. This practical, fast-paced guide gets you started in no time! Use these handy guideposts: Shortcuts for accomplishing common
tasks Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid The unique, landscapeoriented layout of the QuickSteps series mimics your computer screen, displays graphics and explanations side by side, and lays flat so you can easily refer to the book while working on your computer.
Step-by-Step, Full-Color Graphics! Take advantage of your computer's features and tools right away--the QuickSteps way. Color photos and screenshots with clear instructions make it easy to accomplish
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everything you want to do. Follow along and quickly learn how to navigate the Windows operating system; get online; use core programs such as Word, Excel, and Quicken; and secure your computer. Fun
activities, such as genealogy, photo editing and management, social networking, and online dating are covered, plus you'll get tips for enjoying music, ebooks, and videos. Written by seniors for seniors, this
practical, fast-paced guide helps you get the most out of your computer. The unique, oblong layout of the QuickSteps series mimics your computer screen, displays graphics and explanations side by side,
and lays flat so you can easily refer to the book while working on your computer. Use these handy guideposts: Shortcuts for accomplishing common tasks Personal insights from other seniors Need-to-know
facts in concise narrative Helpful reminders or alternative ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid
Full-color, step-by-step guide to the new release of the world’s most popular productivity suite of applications Get up and running with Office 2013 right away--the QuickSteps way. Full-color screenshots on
every page with clear instructions make it easy to use the latest release of Microsoft's powerful productivity suite. Follow along and quickly learn how to create Word documents; build Excel spreadsheets;
manage Outlook email, contacts, and schedules; design PowerPoint presentations; and much more. This practical, fast-paced guide gets you started in no time! Use these handy guideposts: Shortcuts for
accomplishing common tasks Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid The
unique, landscape-oriented layout of the QuickSteps series mimics your computer screen, displays graphics and explanations side by side, and lays flat so you can easily refer to the book while working on
your computer.
Laminated quick reference card showing instructions for the new and changed features of Microsoft Office Outlook 2010. Also includes a command reference showing Outlook 2003 commands and their 2010
equivalents. Topics include: The Ribbon Controlling the Navigation Pane Mail: Previewing an Attachment, Viewing Next/Previous Message in a Single Email, Adding an Electronic Business Card to an Email,
Grouping Messages by Conversation, Ignoring a Conversation, Cleaning up Redundant Messages, Using Quick Steps, Using the People Pane, Using the Out of Office Assistant. Calendar: Showing Full or
Work Week, Overlaying Multiple Calendars, Changing Detail Level in Month View, Scheduling Assistant, Sending a Calendar Snapshot by Email, Receiving a Calendar Snapshot, Publishing Your Calendar to
office.com, Sharing a Published Calendar, Restricting Access to Free/Busy Information. Tasks: Tasks and To-Do Items, The To-Do Bar, Viewing To-Do Items in the Calendar, Putting an Item in the To-Do
List. Sharing or Request the Sharing of Calendar, Contacts, Tasks, Notes with Other Outlook Users; Responding to a Sharing Request; Changing Sharing Permissions. Color-Coded Categories, Using Instant
Search. Other New Features, Features No Longer Available. This guide is suitable as a training handout, or simply an easy to use reference guide, for any type of user. This guide is one of several titles
available for Outlook 2010: What s New in Outlook 2010 from 2003, Outlook 2010 Mail, Outlook 2010 Calendar, Contacts, Tasks, Outlook Web Access for Exchange 2010.
Step-by-Step, Full-Color Graphics! Start using Access 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up on the latest release of Microsoft's powerful
database application. Follow along and quickly learn how to build databases and tables, enter and edit data, retrieve information, create forms, generate reports, secure your data, extend databases to the
Web, and interact with Microsoft SQL Server. Get up to speed on Access 2010 in no time with help from this practical, fast-paced guide. Use these handy guideposts: Shortcuts for accomplishing common
tasks Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid
Get up to speed on the new features of Outlook 2010 with this fun and friendly guide Although Microsoft Outlook is the number one most popular e-mail and productivity tool, many utilize only a fraction of its
true potential. This easy-to-understand guide walks you through an abundance of often-overlooked tips and tricks so that you can take advantage of all that Outlook has to offer. Outlook 2010 For Dummies
introduces you to the user interface, and explains how to use the To-Do bar, filter junk email, and make the most of Outlook’s anti-phishing capabilities. Before you know it, you'll be managing e-mail folders;
sharing your calendar; using RSS support; integrating tasks with OneNote, Project, Access, and SharePoint Services; accessing data with two-way sync and offline access; and more. Shares invaluable
advice for taking advantage of the newest version of the most popular e-mail and productivity tool: Outlook 2010 Reveals little-known tips and tricks of underused features of Microsoft Outlook Presents
information in the beloved fun and friendly For Dummies style, showing you how to manage your e-mail, share your calendar, use RSS support, access data, and more Describes how to manage your day by
filtering junk e-mail, using the To-Do bar, taking advantage of anti-phishing capabilities, and much more This helpful guide shows you how to work smart with Outlook 2010!
Dive into the essential features in Microsoft Word 2010, Excel 2010, OneNote 2010, Outlook 2010, and PowerPoint 2010. This supremely organized reference is packed with hundreds of timesaving solutions,
troubleshooting tips, and workarounds. It's all muscle and no fluff. Let the experts help you become at ease and proficient with every program in the Office family. Create great-looking documents using expert
formatting tips. Build spreadsheets for complex calculations and data analysis. Save notes, clippings, web pages, and more in a notebook. Create dynamic slides and video-powered presentations. Expertly
manage your inbox and business information. Protect your security and safeguard private information. Collaborate with Windows Live SkyDrive and SharePoint.
Step-by-Step, Full-Color Graphics Show You How to Use Windows 8! Get up and running with Windows 8 right away—the QuickSteps way. Full-color screenshots on every page with clear instructions make it
easy to use this innovative operating system on any device. Follow along and learn how to navigate the touch interface, customize your desktop, store data, manage files, connect to the Internet, use email,
add hardware and software, download apps, work with photos, and enjoy multimedia. You’ll also learn how to control security and set up a wired or wireless network. This practical, fast-paced guide gets you
started in no time! Use these handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information
related to the topic being covered Errors and pitfalls to avoid Screenshots with callouts that show and explain exactly what you’ll see on your computer screen while you’re doing a task The unique,
landscape layout of the QuickSteps series mimics your computer screen, displays graphics and explanations side by side, and lays flat so you can easily refer to the book while working on your computer.
Step-by-Step, Full-Color Graphics! Get started using Windows 7 right away--the QuickSteps way. Color screenshots with streamlined explanations show you how to use all the new and improved features of
this sleek operating system. You'll find tips for customizing your desktop, managing files, connecting to the Internet, using email, adding hardware and software, and enjoying photos, music, and video. Learn
how to set up a wired or wireless network and secure your entire system too. Get the book that gets you up-and-running on Windows 7 in no time. Use these handy guideposts: Shortcuts for accomplishing
common tasks Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid
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