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®

 Office Outlook 2007  

 

Description  

Microsoft Office Outlook teaches students  
how Outlook is structured, how to use the  
various modules to coordinate communications  
and collaborations with others. Modules  
covered include Mail, Calendar, Contacts,  
Tasks and Notes. The course is designed for  
Outlook users who wish to utilize the features  
of this powerful communication tool on a daily  
basis in a business environment. 
 

Objectives 

By the end of this course you will be able to: 

 Navigate through the Program 
 Create and Manage your Email 
 Use the Calendar 
 Schedule Items 
 Work with Contacts and Address Books 
 Work with Distribution Lists 
 Use the Tasks Module 
 Organize your Information 
 Collaborate with Others 

 

Target Audience 

Students should have basic knowledge of computers,  
keyboarding skills and experience navigating around  
the Microsoft Office environment. Prerequisite skills  
include the ability to send and receive basic email.   
For new users to the Microsoft Outlook program the  
Internet and E-mail Basics Workshop is recommended. 

 

Content 

 Using the Navigation Pane 
 Using the To-Do Bar 
 Creating & Formatting an Email 
 Viewing Messages 
 Responding to Messages 
 Message Options & Settings 
 Setting Voting & Tracking Options 
 Modifying Delivery Options 
 Applying Themes & Stationery 
 Setting Default Font 
 Working with Signatures 
 Sending Attachments 
 Sorting & Finding Messages 
 Managing Messages 
 Archiving Messages 
 Customizing Calendar Options 
 Scheduling Items 

o Appointments 
o Events 
o Meeting Requests & Times 

 Creating & Editing Contacts 
 Finding Contacts 
 Using Electronic Business Cards 
 Understanding the Address Book 
 Creating Distribution Lists 
 Updating Member Information 
 Creating Tasks 
 Setting Task Options 
 Tracking the Progress of a Task 
 Working with Data Files 
 Using Search Folders 
 Message Handling 
 Managing Junk Email 
 Using Rules and Alerts 
 Sending Out of Office Messages 
 Email Security 
 Restrict Permissions 
 Sharing Calendars 

 
 

 

 


