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Module 10: Tip and Tricks

o View your inbox your way

o Redefine what marks an email as already "read"
o Write your own rules for how messages appear
o Reinstate the to-do bar

o Connect to your social media accounts

o Clean up contact information

o Control where Outlook searches by default

o Decide whether to use Quick Steps or Rules

o Make use of the Favorites

o Understand the consequences of using IMAP
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