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To educate users in the more sophisticated aspects of message options, management and customising Outlook 
options and Forms.

COURSE CONTENT

· Organising Messages by Folders, Colours and Views

· Building Message handling rules via the Rules Wizard

· Customising Outlook Views

· Customising Toolbars, Buttons and the Outlook Bar

· Customising Outlook Forms (Changing Contact Forms, Adding Controls/Properties and Saving/Publishing Forms)

· Changing Message Forms and Actions

· Using and changing Outlook Templates

· Creating Outlook HTML Stationery

· Sharing Folders on Exchange Server

· Setting Permissions for Shared Folders

· Subscribing to Shared Folders

· Remote Mail and Synchronisation

· Outlook Web features

WHO SHOULD ATTEND

The course stresses customising Outlook to offer a tailored solution to messaging formats and workflow.  Automating Forms and Message management are also key parts of this course.

DURATION

1 Day (9.30 – 4.30)  Refreshments included

AVAILABILITY
This is a scheduled course for groups (max. 8)

To book this course, or further information contact:

Lisa Shepherdson, Melisa Money or Kathryn Rogers

E-Mail : lshepherdson@hcctraining.co.uk
Tel : (01482) 325576    Fax : (01482) 586101







