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Outlook 2003

Advanced

Course Description

This course is designed for people who are current users of Outlook who wish to improve their use of Outlook.

	The Message Window

· Hiding/Displaying Header Fields

· Message Importance Level

· Setting Message Options

Advanced Formatting

· Message Formats

· Adding Bullets in a Message

· Message Background Colour

· Applying a Style to a Paragraph

· Inserting a Picture

· Adding a Hyperlink

· Using Stationery

· Creating a New Stationery

Addressing Messages

· Address Book and Contacts

· Creating a New Contact Entry

· Using a Different Address Book

· Creating a Distribution List

· Viewing Entry Properties

· Deleting an Entry

· Finding an Entry

Working with other Applications

· Importing Data

· Exporting Outlook Data

· Creating a Letter to a Contact

Working with Contacts

· Customising the Contact Views

· Modifying View Fields

· Modifying View Groups

· Using the Advanced Toolbar

· Creating Multiple Groups

· Create a New View

· Mail Merge using Contacts

· Set Contacts for Merging

· Inserting Fields into a document

· Adding Merge fields

· Previewing merged data

· Merging to a new document

· Merging to the Printer

Customising Views

· Resetting a View

· Formatting the Settings for a View

· Using Automatic Formatting

· Deleting a View
Shared Information

· Accessing another users folder

· Using Public Folders

· Posting a discussions item


	Rules and Alerts

· Using the Rules Wizard

· Adding a Rule to the Rules Wizard

· Changing the Value of a Rule

· Editing a Rule

· Deleting a Rule

· Creating backup copies of rules

· Importing rules

Folders and Templates

· Opening a Folder in its own window

· Using Folder Properties

· Setting General Properties

· Setting AutoArchive properties

· Setting Permissions

· Creating a Message template

· Creating a new message from a template

· Deleting a template

Shortcuts

· Displaying the Other Shortcuts Group

· Opening the My Computer Folder

· Changing the My Computer View

· Sorting Computer Resources

· Exploring Computer Resources

· Using a Folder Shortcut

Setting Outlook Options

· Customising the Outlook Today Page

· Opening the Options Dialog Box

· Setting E-mail Options

· Setting Default Message Fonts

· Setting Calendar Options

· Showing an Additional Time Zone

· Setting Tasks Options

· Setting Notes Options

· Setting Journal Options

· Setting General Options

· Setting Reminder Options

· Setting Preview Pane Options

· Setting Spelling Options

· Setting AutoArchive Options

· Setting Delegates Options

· Setting Mail Services/Internet Options

· Setting Manage Forms Options

· Setting Security Options
	Duration:

1-Day

Audience:

The course has been designed for current users of Outlook who wish to use the more advanced features to work more efficiently.

Pre-requisites:

Participants must have completed the Introductory level course or have equivalent knowledge. Participants must be able to create, send and reply to messages and use the basic features of the Calendar.

Inclusions:

· Comprehensive, step-by-step training manual

· Lunch & Refreshments

· Free Telephone support
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