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You have to sign in using your Cornell net id in order to maintain free access.
Connect to database:	 https://www.lynda.com/ 
Outlook 2013: Efficient Email Management
… Outlook 2013: Efficient Email Management, author Gini Courter demonstrates techniques to streamline your Outlook workflow. The course offers tips, strategies, and techniques for reviewing email, using views to rearrange and sort email, organizing email with folders and categories, and using rules and Quick Steps to automate many common tasks.

https://www.lynda.com/Outlook-tutorials/Outlook-2013-Efficient-Email-Management/179051-2.html?srchtrk=index%3a1%0Alinktypeid%3a2%0Aq%3aoutlook+2013%0Apage%3a1%0As%3arelevance%0Asa%3atrue%0Aproducttypeid%3a2 
Outlook 2013 Power Shortcuts
… Tips, tricks, and keyboard shortcuts … Start with the top 10, and power up from there. Learn techniques for quickly organizing the inbox, managing incoming messages, and replying to emails
https://www.lynda.com/Outlook-tutorials/Outlook-2013-Power-Shortcuts/168457-2.html?srchtrk=index%3a1%0Alinktypeid%3a2%0Aq%3aoutlook+2013%0Apage%3a1%0As%3arelevance%0Asa%3atrue%0Aproducttypeid%3a2 
2. [image: ]
Outlook Email 2013
https://cornell.skillport.com/skillportfe/main.action#search/d9a5ddaa-2c81-4584-889b-6cef4362e108 
Organizing Mail – a chart of Keyboard shortcuts 
https://library.skillport.com/courseware/Content/cca/mo_bgou_a02_dt_enus/output/html/jamo_bgou_a02_dt_enust2001.html
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LTS Email – Display and Organization
http://screencast.com/t/Sn0nmLTo4rH

LTS Email – Rules
http://screencast.com/t/hsJ9BjNfUryr

LTS Email – Categories
http://screencast.com/t/WShaqO2eA
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