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MS Outlook Introduction

	Duration:

· One Day

Pre-Requisites:  

No previous experience of MS Outlook is necessary.  

A basic understanding of PCs, keyboard and a mouse along with knowledge of MS Windows is recommended.

Objectives:

· Start Using MS Outlook

· Compose Messages

· Reply and Forward Messages

· Organise Messages

· Create and Edit Appointments

· Create and Edit Events

· Plan a Meeting

· Preview & Print 

· Create and Edit Tasks


	
	Core Topics:

Introduction
The MS Outlook Environment; Using online Help

Mail & Messages
Composing & Sending a Message; Previewing & Opening a Message; Replying & Forwarding a Message; Working with File Attachments; Organising Messages with Folders; Moving, Copying & Deleting Messages

The Calendar
Creating an Appointment; Changing Appointment Details; Copying, Moving & Deleting Appointments; Recurring Appointments; Events; Creating, Editing & Deleting an Event; Recurring Events

Meeting Planning
Arranging a Meeting ; Inviting Attendees; Viewing Responses to a Meeting Request; Rescheduling a Meeting

Keeping Contacts
Creating a New Contact; Editing & Deleting a Contact; Finding a Contact; Creating an Appointment from a Contact 

Sorting & Organising in Outlook
Using the Sort Facility ; Organising Work using Categories & Contacts

Previewing & Printing from Outlook
Previewing your Items; Printing your Items; Print Layout Options

The Task List
Adding, Editing & Deleting a Task; Marking a Task as Completed; Applying a Task to Your Calendar; Assigning Tasks to Another User













