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Duration: 2 Days

Price: $350.00

Discounts Available for: Groups of Six or More – Save Up to 25%

Patuxent Partnership Members – Minimum of 5%

Individual Training Passes – Save Up to 50%
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Corporate Discounts (10 or More), Customized Training Courses and Specialized Training Up to 50% - Call For Details 

Description: This course covers Microsoft’s mail and scheduling program and the skills required to pass the Microsoft Office Specialist exam.

Prerequisites: Windows 2000
Course Outline:
Working with Outlook Basics

Starting Outlook

Using the Outlook Interface

Displaying or Hiding a Toolbar

Using the Outlook Bar

Using the Outlook Today Page

Using the Folder List

Exiting Outlook

Working with The Office Assistant

Using the Office Assistant

Finding an Answer

Hiding/Displaying the Office Assistant

Changing Office Assistant Options

Using Outlook Messaging

Using Outlook's E-mail Features

Sending a Message

Using the Address Book - Message Window

Changing Mail Folder Views

Opening a Message in the Inbox Folder

Sending and Receiving Messages

Viewing Sent Messages

Replying to a Message

Forwarding a Message

Printing from the Information Viewer

Printing from the Message Window

Managing Messages

Message

Flagging a Message for Follow Up

Navigating through Open Messages

Changing the Read Status of a Message

Sorting Mail Messages

Deleting a Message

Moving a Message to a Different Folder

Emptying the Deleted Items Folder

Archiving a Folder

Working with the Message Window

Hiding and Displaying Header Fields

Changing the Message Importance Level

Setting Message Options

Formatting Outlook Messages

Selecting a Message Format

Applying Character Formatting

Formatting Paragraphs

Creating a Bulleted List in a Message

Finding Text in a Message

Spell Checking a Message

Working with Components and Office

Creating an AutoSignature

Selecting a Default AutoSignature

Inserting an AutoSignature

Inserting a File into a Message

Saving a File Attachment

Opening a File Attachment

Inserting a Hyperlink into a Message

Creating and using Office Documents

Using the Office Clipboard

Using Outlook Messaging Features

Setting Message Tracking Options

Viewing the Message Delivery Status

Recalling a Message

Creating a Message with Voting Buttons

Responding to a Voting Message

Tracking Votes

Creating a Template

Creating a New Message from a Template

Deleting a Template

Using Remote Mail

Scheduling with the Calendar

Opening the Calendar

Navigating the Calendar

Scheduling a New Appointment

Using AutoDate

Scheduling an Event

Scheduling a Meeting

Responding to a Meeting

Checking Meeting Responses

Adding a Task to the TaskPad

Editing Calendar Items

Setting a Calendar Item as Recurring

Changing the Calendar View

Moving Calendar Items

Printing Calendar Information

Saving a Calendar as a Web Page

Deleting Calendar Items

Managing Contacts

Opening the Contacts Folder

Adding a Contact

Adding Same Company Contacts

Changing the Contacts View

Editing a Contact

Flagging a Contact for Follow-up

Dialing Contacts

Sending a New Message to a Contact

Organizing Contacts Meetings

Exploring a Contact's Web Page

Assigning a Task to a Contact

Printing Contacts Information

Deleting a Contact

Working with Tasks

Opening the Tasks Folder

Adding a Task

Creating a Recurring Task

Editing a Task

Marking a Task Complete

Sorting and Reordering Tasks

Assigning a Task to Another Outlook User

Accepting/Declining Tasks

Indicating the Progress of a Task

Sending a Status Report

Changing the Tasks View

Printing Tasks Information

Deleting a Task

Using Journal

Opening the Journal Folder

Adding a Journal Entry

Viewing Journal Entries

Changing the Journal View

Opening a Journal Entry

Printing a Journal Entry

Deleting a Journal Entry

Using Notes

Opening the Notes Folder

Creating a Note

Assigning a Color to a Note

Changing the Notes View

Opening a Note

Printing a Note

Deleting a Note

Using the Address Book

Working with the Address Book

Opening the Address Book

Setting the Address Book Options

Creating a New Contact Entry

Selecting a Different Address Book

Copying an Address

Creating a Distribution List

Viewing Entry Properties

Deleting an Entry

Finding an Entry

Creating a Personal Address Book

Organizing Outlook Items

Assigning an Outlook Item to a Category

Modifying the Master Category List

Creating a New Folder

Deleting a Folder

Using a Simple Find

Using an Advanced Find

Using the Ways to Organize Pane

Using AutoCreate

Inserting an Outlook Item into a Message

Setting Outlook Options

Customizing the Outlook Today Page

Opening the Options Dialog Box

Setting E-mail Options

Setting Default Message Fonts

Setting Calendar Options

Showing an Additional Time Zone

Setting Tasks Options

Setting Notes Options

Setting Journal Options

Setting General Options

Setting Reminder Options

Setting Preview Pane Options

Setting Spelling Options

Setting AutoArchive Options

Setting Delegates Options

Setting Mail Services/Internet Options

Setting Manage Forms Options

Setting Security Options

Working with Folders and Forms

Opening a Folder in its Own Window

Using Folder Properties

Setting Home Page Properties

Setting General Properties

Setting AutoArchive Properties

Viewing Administration Properties

Viewing Forms Properties

Setting Permissions Properties

Accessing Another User's Folder

Setting Up Public Folders

Posting a Discussion Item to a Folder

Creating a Form

Creating a Personal Folder

Publishing a Net Folder

Subscribing to a Net Folder

Working with the Rules Wizard

Opening the Rules Wizard Dialog Box

Adding a Rule to the Rules Wizard

Changing the Value of a Rule

Editing a Rule

Deleting a Rule

Working with the Rules Wizard

Working with Files and Applications

Importing Data into an Outlook Folder

Exporting Outlook Data

Creating a Letter to a Contact

Using Mail Merge with Word

Faxing and Using the Internet

Receiving a Fax

Creating and Sending a Fax

Scheduling a NetMeeting

Managing Favorite Web Sites

Working with a Newsreader

Sharing Calendar Information

Customizing the Information Viewer

Adding a Field to the Information Viewer

Moving a Field in a View

Formatting a Column in a Tabular View

Removing Fields - Information Viewer

Sorting Items in a Folder

Filtering a View

Grouping Items in a Folder

Resetting a View

Formatting the Settings for a View

Formatting the Settings for Other Views

Using Automatic Formatting

Defining a Custom View

Deleting a View

Customizing the Outlook Bar

Hiding the Outlook Bar

Changing Icon Size

Creating a New Group

Renaming a Group

Adding a Folder Shortcut

Adding a Storage Device Shortcut

Renaming a Folder Shortcut

Deleting a Folder Shortcut

Deleting a Group

Using Other Shortcut Components

Displaying the Other Shortcuts Group

Opening the My Computer Folder

Changing the My Computer View

Sorting Computer Resources

Exploring Computer Resources

Using a Folder Shortcut

Creating HTML Messages

Selecting the HTML Message Format

Applying HTML Formatting to a Message

Changing the Message Background Color

Applying a Style to a Paragraph

Inserting a Picture into a Message

Adding a Hyperlink to an HTML Message

Using Stationery to Create a Message

Creating a New Stationery

Working Offline

Enabling Offline Use

Modifying Offline Folder Settings

Creating a Quick Synchronization Group

Working with the Outbox
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