
 

January 2019 
Monday Tuesday Wednesday Thursday Friday 

                                   1 2 3 4 
 College Closed –  

Happy New Year! 
 

   

7 8 9 10 11 
Creating Folders 

12:00pm 

 Creating a Signature 

12:00pm 

 Creating Automatic 
Replies 

12:00pm 
14 15 16 17 18 

Setting Up Rules & 
Alerts 

12:00pm 

 Creating Distribution 
Lists 

12:00pm 

 Using the Calendar to 
Make Appointments 

12:00pm 

21 22 23 24 25 

College Closed  

Martin Luther  
King, Jr. Day 
 

 Using the Scheduling 
Assistant 

12:00pm 

 Creating Categories 

12:00pm 

28 29 30 31  

Creating Tasks & To Do 
Lists 

12:00pm 

 

 

 

 

 

 

Tips & Tricks 

12:00pm 

  

https://us.bbcollab.com/guest/4336653a81fa4bf78c1e8f2ec55ac8a5
https://us.bbcollab.com/guest/2d1a6aa7086b4463a51f834373c2f32f
https://us.bbcollab.com/guest/a647c22859c74d0eac9de2dc78ff0797
https://us.bbcollab.com/guest/a647c22859c74d0eac9de2dc78ff0797
https://us.bbcollab.com/guest/5f16acb9dbb649a8b7ee3b169b224de7
https://us.bbcollab.com/guest/5f16acb9dbb649a8b7ee3b169b224de7
https://us.bbcollab.com/guest/a5c4deb71a4249298f25be8f5fdbe23d
https://us.bbcollab.com/guest/a5c4deb71a4249298f25be8f5fdbe23d
https://us.bbcollab.com/guest/66dc06b0edf74deebb7b54a231062dd7
https://us.bbcollab.com/guest/66dc06b0edf74deebb7b54a231062dd7
https://us.bbcollab.com/guest/ec8922e8360f43b6b567d27f95278b8b
https://us.bbcollab.com/guest/ec8922e8360f43b6b567d27f95278b8b
https://us.bbcollab.com/guest/9de04f0821f64651adbdd65144287cf2
https://us.bbcollab.com/guest/3c2b91490beb44d784c87ab9af04effc
https://us.bbcollab.com/guest/3c2b91490beb44d784c87ab9af04effc
https://us.bbcollab.com/guest/e9f847cf752a47ae84b81605c6c0330d
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