Microsoft Outlook Level 1
Part of the Workers in Transition Technology Program

Training Series - Transitioning to a New Job and Microsoft
Office 2007

Course Title: Outlook 2007 — Level 1 (A Review of Fundamentals and Correct Usage)
Course Description

Microsoft’s premier tool for email and personal/corporate information management, Outlook is used across all
departments and disciplines and within organizations of all types. This is a 4 % hour course that reviews in a
“hands on” fashion fundamental use of this application.

Both novice and experienced users will establish or confirm a clear understanding of features, functions and
correct approaches to the use of this tool. The course is also designed to assist all users with the transition from
earlier versions of Outlook (97-2003) to the most current version (2007) and to prepare for both the continued
evolution of this product and for advancement into more sophisticated usage.

Who Should Attend?

This course is designed for both novice and experienced technology users, and specifically for those who need to
understand how to use Outlook to send, receive and manage e-mail, manage personal and group appointments,
tasks and contact information.

Novice users should expect to get a correct foundation for use of this tool. Experienced users should see some
things they already know, but will also have the chance to both close up “gaps” in understanding, as well as any
“workarounds” they may have developed (if they haven’t taken formal training).

Prerequisites
Participants should have general computer experience and be comfortable using the mouse or track pad.

What You Will Achieve

e Explore the Microsoft® Office Outlook® 2007 environment (including how to transition to the new Fluent
Users Interface) for that portion of Outlook where the new interface is implemented.

e Using and Managing Email

e Using and Managing Contacts

e Using and Managing Calendar

e Using and Managing Tasks

e  Utilizing common shortcuts
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What You Will Learn - Course Outline

1  The Microsoft Outlook 2007 environment
1.1 What s the transition to Office 2007?

1.1.1 Pros
1.1.2 Cons
1.2 The Fluent User Interface (and how implement in Outlook — partial)
1.2.1 Office button
1.2.2 Quick Access Toolbar
1.2.3 Ribbon
1.2.4 Contextual Tabs
1.2.5 Live Preview
1.2.6 Mini Toolbar
1.2.7 Specific Options to Consider

1.2.7.1 View Changes

1.2.7.2 Views Eliminate / Understand Group Views

1.2.7.3 Email Format (HTML, Rich Text or Plégee Mercury Guidelines)
1.2.7.4 Signatures$ee Mercury Guidelines)

1.2.7.5 Read/Reply Options

1.2.7.6 Archiving and Search Folders

1.2.7.7 Categories

1.2.7.8 Reading Pane
1.3 Self Help
1.3.1 Microsoft Help
1.3.2 Microsoft Office Online
1.3.3 Microsoft Communities
1.3.4 Microsoft TechNet
2 Using and Managing Email
2.1 The Basics of Send, Receive and Read
2.2 Email Options (from the Send Perspective)
2.3 Decisions and the Management of Email
2.3.1 Setting Rules and Using Sub Folders
2.3.2 Archiving
2.3.3 Finding Email

2.3.3.1 Quick Search v. Advanced Search
2.3.3.2 Sorting v Filtering

2.3.3.3 Search Folders
2.3.4 Flagging
2.4 Selection Techniques and Shortcuts
2.4.1 Click and drag
2.4.2 Ctrl +Click
2.4.3 Shift + Click
2.4.4 Right Click
2.4.5 Dialog Boxes
2.4.6 Field Headers
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2.4.8 Ctrl + Home

2.4.9 Ctrl+End

2.4.10 Shift Ctrl + End

2.4.11 Shift Ctrl + Down/Up/Right
2.4.12 Resize/Auto Resize

Using and Managing Contacts
3.1 View Choices

3.2 Creating/Modifying Contacts

3.3 Finding

3.4 Options (Categories/Grouping)

3.5 Exporting / Importing

Using and Managing Calendar

4.1 View Choices

4.2 Creating/Modifying Calendar Appointments/Events/Meetings
4.3 Finding

4.4 Options (Categories/Grouping)

4.5 Delegate Access

Using and Managing Tasks
5.1 View Choices

5.2 Creating/Modifying Tasks

5.3 Assigning

5.4 Finding

5.5 Options (Categories/Grouping)
Utilizing Common Shortcuts

6.1 Flagging/Reminders

6.2 Search Folders

6.3 Quick Add to Contacts

6.4 Format Painter

Page Setup Dialog Box
Additional Subjects (Time Permitting)
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