Training Course Specification

Course: 
Microsoft Outlook 2013 Level 1; Introduction

Duration: One-Day KEYWORDS  \* MERGEFORMAT 
	COURSE OBJECTIVES:
	· Use Outlook to Manage Items

· Using Address Books and Message Features
· Working with Personal Distribution Lists

· Accessing the Internet and accessing Contacts Directly

· Managing Tasks and Scheduling Meetings

· Working with Templates, Utilizing Forms and Creating a Form




	WHO SHOULD ATTEND:
	How to use Microsoft Outlook, a powerful personal information management program, to efficiently communicate, schedule appointments and tasks, record information, and organise your files. In our Intermediate/advanced level course, training participants will learn to track and group messages, prioritise and delegate tasks, manage contact records, and create and use templates. They will also learn to use different print styles and archive Outlook items.


	EXPERIENCE NEEDED:
	Delegates should have an understanding of any of the following operating systems: Windows 7 or above.



System and course requirements

SYSTEM (HARDWARE) REQUIREMENTS:   Office 2013 requires the following: 


	Component
	Requirement
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	Computer and processor
	500 megahertz (MHz) processor or higher.

	Memory
	1Gb megabyte (MB) RAM or higher.

	Hard disk
	2.5 gigabyte (GB); a portion of this disk space will be freed after installation if the original download package is removed from the hard drive.

	Drive
	CD-ROM or DVD drive.

	Display
	1024x768 or higher resolution monitor.

	Operating system
	Microsoft Windows(R) 7 or later operating system.


TRAINING COURSE REQUIREMENTS:   This training course requires the following components:

	Component
	Requirement
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	Course data
	Access to the Course Data folder supplied with this course.

	Hardware
	PC or Notebook with at least Microsoft Office Home and Business installed.

	Training Manual
	The training manual according to this specification.

	Network
	No network connection is required for this course in its intended format. This course is designed as a workstation (non-networked) instructor-led course.  Extra benefits from Microsoft office 2013 can be taken advantage of with networked computers. 

	Internet
	No Internet connection is required for this course in its intended format. This course is designed as a stand-alone instructor-led course. 

It is optional but the instructor may combine this course with internet connection to explore added web-content benefits in Office 2013. Especially at higher levels or with delegates interested in web content features.

	
	


DISCLAIMER:   This course material is written as a guide and structure for an instructor-led course. It does not guarantee the course delegate or participant will learn and it does not guarantee the participant will be able to apply the components of this course de facto. That is the responsibility of the instructor and also depends on the course participant as well. The participant is likely to learn and a work at a pace slower or faster than what is laid out in this course as a one-day duration session. 

The course manual is a training manual, not a text book or instruction manual. It is not by any means exhaustive and contains selected Microsoft Office features, options and tools. If the course participant wishes to explore options and features outside the scope of this course he/she should make the instructor aware of the need for additional material, exercises and demonstrations. The course is written in line with our other courses for different Microsoft Office versions, in the hope the course participant will be able to apply knowledge from this course to the other versions. 

	COURSE CONTENT

	

	1: Using Advanced Management Features
Objectives

Managing Items

Setting Up AutoArchiving

Archiving Manually

Retrieving Archived Items

Creating and Applying Categories

Finding Items

Grouping Items

Creating and Clearing a Filter

Customizing Outlook

Setting Options

Adding Shortcuts to the Outlook Bar

Moving a Shortcut on the Outlook Bar

Removing a Shortcut from the Outlook Bar

Changing Your Password

Summary and Exercise


	2: Optimizing Mail Functions
Objectives

Using Address Books

Using an Address Book to Address a Message

Adding a Name to Your Personal Address Book

Creating an Alias in Your Personal Address Book

Selecting a Default Address Book

Working with Personal Distribution Lists

Creating a Personal Distribution List

Editing a Personal Distribution List

Deleting a Personal Distribution List

Using Message Features

Saving and Closing a Message without Sending It

Setting Spelling Options

Setting Additional Spelling Features

Setting and Using Message Options

Using Voting Buttons

Flagging a Message

Recalling a Message

Attaching a File

Opening, Closing, and Saving an Attached File

Accessing the Internet

Inserting and Editing a Hyperlink in a Message

Using a Hyperlink in a Message

Using the Web Toolbar

Summary and Exercise


	
	

	3: Working with Contacts
Obectives

Refining Your Contact List

Adding a Contact from the Same Company

Using the File as Feature

Accessing Contacts Directly

Sending a Message to a Contact

Accessing a Contact’s Web Page

Managing Favorite Web Addresses

Summary and Exercise

	4: Working with Other Users
Objectives

Scheduling Meetings

Inviting Colleagues and Setting a Meeting Time

Inviting a Contact to a Meeting

Responding to a Meeting Request

Reviewing Meeting Information

Rescheduling and Canceling a Meeting

Scheduling an Event

Completing Tasks

Scheduling a Task

Regenerating a Task

Assigning a Task to Someone Else

Responding to a Task Request

Reclaiming Ownership of a Declined Task

Creating a New Item from an Existing One

Summary and Exercise


	5: Working with Templates and Forms
Objectives

Working with Templates

Using a Template

Creating a Template

Utilizing Forms

Installing Sample Forms

Using a Form

Creating a Form

Modifying an Existing Form

Publishing and Saving a New Form

Creating a Form from Another Program

Summary and Exercise 
	


	Appendix A: Sending and Receiving Faxes
Objectives

Setting Up Microsoft Fax

Installing Microsoft Fax

Configuring Microsoft Fax

Using Microsoft Fax

Sending a Fax Using Outlook

Retrieving a Fax Using Outlook
Appendix B: Making Phone Calls
Objectives

Setting Up AutoDialer

Setting Up Your Phone Line

Setting a Location for AutoDialer

Setting Up AutoDialer for Using a Calling Card

Using AutoDialer

Placing a Phone Call

Creating a Speed Dial List

Dialing a Person in the Speed Dial List

Redialing a Phone Number
Appendix C: Working Offline or from a Remote Workstation
Objectives

Managing Outlook Folders Offline

Setting Up Offline Folders

Choosing Folders to Use Offline

Synchronizing Folders

Starting Outlook Offline

Managing Remote Mail

Deciding to Work with Offline Folders or to Use Remote Mail

Setting Up Remote Mail

Using Remote Mail
Appendix D: Setting Up the Classroom
Objectives

Preparing Outlook on Your Server

Option 1: Setting Up Outlook on a LAN

Option 2: Creating a Classroom Workgroup Postoffice

Preparing Files

Mailbox.pst

Data Folder

Preparing Each Workstation

Creating a User Profile on a Workstation

Changing Outlook Default Settings

Checking Your Setup

Installing an Internet Browser

After Class or Before Your Next Outlook Class
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