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Outlook
Outlook Level 1

Outlook is an email - contact management program that combines your email, address book, task lists and scheduling capabilities all into one.  It is very user-friendly and compatible with other MS office programs.  This program will help keep you organized.

Prerequisite

Knowledge of Windows and other Microsoft Office programs (or equivalent work experience) is recommended. Please contact us for a skill assessment form so that we can determine your suitability for this course.

INTRODUCTION

The Outlook Screen

Viewing Information in Different Ways

Sorting Your Messages for Efficiency

USING THE ADDRESS BOOK

Adding Email Addresses to Address Book

Creating Distribution Lists for Quicker Emailing

Creating New Contacts

Printing Contacts in Different Formats

USING THE INBOX

Creating an Email Message

Replying to Messages

Forwarding Messages

Changing Options for Messages

WORKING WITH MESSAGES

Deleting Messages

Saving Messages

Flagging Messages

Resending or Recalling a Message

Sending Files with Messages

Viewing or Saving Attached Files

Searching for a Message

Printing Messages

FORMATTING THE INBOX

Changing Column Headings

Adding & Removing Columns

Changing Order of Columns

WORKING WITH FOLDERS

Creating Folders for Organization

Deleting Unwanted Folders

Moving & Copying Messages between Folders

JOURNAL

Creating Journal Entries to Track Information

Automatic Journal Entries

NOTES

Creating a “Sticky” Note

Notes on the Desktop

CALENDAR

Calendar Window

Scheduling an Appointment

Using Your Task List

Scheduling a Meeting with Others

Scheduling a Recurring Appointment

Printing a Schedule

TASKS

Creating a New task

Creating Recurring Tasks

Marking Tasks as Completed

Sorting Tasks, Printing Tasks

Assigning Tasks, Tracking Tasks
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Offering Computer Training, Consulting & Customization services since 1991.
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