COURSE DESCRIPTIONS  

Beginning Outlook Class A –


Getting Started with Outlook 2000


Overview of Outlook Today


Using Mail



Creating and Sending Messages



Acting on Messages



Working with Address Books



Recalling and Printing


Handling Messages



Message Handling Options



Inserting Text into a Message



Creating Signatures


Working with Appointments and Events



Scheduling Appointments



Assigning Categories



Editing Appointments



Inserting Events


Managing Tasks and Contacts



Managing Tasks



Adding and Editing Contacts


Lotus Sametime

Intermediate Outlook Class B –


Scheduling and Managing Meetings



Creating and Sending Meeting Requests



Working with Meeting Requests



Managing Meeting Responses


Arranging Messages and Applying Rules




Sorting, Finding, and Filtering Messages



Setting Rules in a Folder by Using the Rules Wizard


Sharing User Information by Using Folders



Overview of Public Folders



Overview of Net Folders



Working with Permissions


Internet and Remote Mail Options



Internet Explorer 5.0 Integration



Folder Home Pages



Creating a message in HTML Mail Format



Inserting a Hyperlink
