[bookmark: _Toc401644718]


Introduction to Outlook 2010;

One Day Course














Microsoft Outlook 2010; Introduction
Table of Contents

M1	Outlook Essentials	Page
1. Foreword 	 2 
1. Getting Started 	 2 
1. Exploring the Outlook Window 	 4 
1. Navigating in Outlook	 6 
1. The Navigation Pane 	 6 
1. Getting Help 	 9 
1. Using ToolTips 	 9 
1. Using Outlook Help 	 9 
1. Obtaining Context-Sensitive Help 	 11 
1. Printing Documents 	 12 
1. Setting Up the Page 	 13 
1. Selecting Additional Printing Options 	 16 
1. Print Preview 	 17 
1. Printing a Document 	 17 
1. Ending an Outlook Session 	 18 
1. Saving Your Data 	 18 
1. Minimizing and Restoring Outlook 	 19 
1. Exiting from Outlook and Logging Off 	 20 
1. Assignment 	 21 


M2	Communicating with Mail	Page
1. The Ribbon	 2 
1. Using the Inbox 	 3 
1. Composing a New Message 	 11 
1. Sending a Message 	 22 
1. Creating a Signature 	 24 
1. Forwarding and Replying to Messages 	 26 
1. Replying to a Message 	 28 
1. Managing Messages Using Folders 	 30 
1. Deleting and Restoring a Message 	 35 
1. Assignment 	 37 

M3	Organising Contacts	Page
1. Accessing the Contact List	 2 
1. Adding Contacts Manually 	 4 
1. Selecting and Editing an Address Card 	 8 
1. Transmitting and Adding Contacts with E-mail 	 10 
1. Managing Contacts 	 12 
1. Changing the Current View 	 15 
1. Assignment 	 17 


M4	Scheduling with Calendar 	Page
1. Navigating in Calendar 	 2 
1. Making and Moving Appointments 	 13 
1. Selecting an Appointment and Modifying the Date in Day View 	 17 
1. Managing Appointments 	 22 
1. Assignment 	 33 

M5	Tasks	Page
1. Working with Tasks 	 2 
1. Managing Tasks 	 12 
1. Assignment 	 18 


M6	Utilising Notes	Page
1. Working with Notes 	 2 
1. Organising Notes 	 7 
1. Assignment 	 11 

Appendix A; Additional Features in Outlook 2010 	Page
1. Word as E-Mail Editor 	 2 
1. Autosuggest 	 3 
1. Outlook Colour Categories 	 4 
1. Send/Receive Groups 	 7 
1. Editing and Adding Mail Accounts 	 8 
1. Views in Outlook 2010 	 10 
1. Miscellaneous Features in Outlook 2010 	 10 


Appendix B; Additional Features in Office 2010	Page
1. Office 2010 – A New Platform	2
New Visual and Navigational Features	5
General Keyboard Navigational Tips in Office 2010	6
User Assistance System (HELP)	7
SmartArt	7
Themes and Quick Styles	7
Collaboration features	8
File Formats	10
Application-specific Changes	11


Appendix C; Using the Journal	Page
1. The Journal in Outlook 2010 	 2
Turning on the Journal	2
Tracking Activities	3
Recording Activities Automatically	6
Setting Shortcut Opening Options and Using a Journal Entry as a Shortcut	8 



Foreword
[bookmark: _GoBack]This course was written for trainees wishing to learn to use Microsoft Outlook 2010. It does not, however, include a ‘New Features’ section exclusively about new features in Microsoft Outlook within Office 2010. It is very easy to see a complete list of the new features in Office v2010 in the Help menu on-screen. This courseware cannot and should not compete with the comprehensive coverage of new features detailed by Microsoft within the application’s help files. To do so would be to hinder learning the raw application.

What this course seeks to do is teach the trainee Outlook in the hope that he/she may be able to go and work just as well using v2010 for example and other versions. Wherever possible, ‘version functionality’ is purposely avoided. 


1

Introduction to Outlook 2010                                                                                                             	22 January, 2013
	Contents; Page 4	
