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This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.

	Duration:

	1 day

	Audience:

	New or recent users to Microsoft Outlook

	Prerequisites:

	PC literate

	
Course Topics:


	· The Opening Screen
· Navigating Outlook
· Using the Outlook Bar
· Viewing Folder Contents
· Adding New Folders to the Outlook Bar
· Creating a New Folder and adding a Folder Shortcut
· Creating and Sending Messages
· Copy, Move, Delete
· Using your Personal Address Book
· Using and creating Personal Distribution Lists

	· Using Auto-Signature
· Attaching a Document
· Setting Tracking Options for Messages
· Assigning a Priority to Messages
· Opening, Reading and Printing Messages
· Setting and Using Message Flags
· Replying to and Forwarding Messages
· Sort messages by name, subject, date, etc

	
At Course Completion, delegates will be able to:


	· Navigate efficiently within Outlook
· Send and open e-mails
· Send attached files
· Customise e-mails
· Redirect Mail
	· Create appointments
· Assign tasks to themselves and others
· Customise views
· Efficiently utilise Outlook
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This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.

	Duration:

	1 day

	Audience:

	Experienced users of email or those who have attended the Foundation or ECDL Outlook Course.

	Prerequisites:

	PC literate

	
Course Topics:


	Calendar
· Display
· Schedule Events
· Schedule Appointments & Meetings
· Setting Reminders
· Setting Reoccurring Appointments
· Sending Invitations
· Sharing Information
· Adding Public Holidays
Contacts
· Adding Contacts
· Finding and Mailing Contacts
· Changing Views
· Tracking Contacts Activities
Tasks
· Creating and Opening Tasks
· Setting Reminders
· Completing Tasks
· Assigning and Responding to Tasks

	Journal
· Automatically record activities
· Open/modify a journal entry
Notes
· Creating and Opening Notes
· Changing a Notes Colour
· Deleting a Note
· Emailing Notes
Mail
· Using the Rules Wizard
· Using the Voting Buttons
· Viewing other peoples Inboxes
· Using Find
· Automatically start Outlook when you start Windows
· Customise Views in Folders
· Categorising Messages
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