
	INTRODUCTION 

TO MICROSOFT 

OUTLOOK 2000


To educate users in the basics of using Outlook Desktop Information Manager.

COURSE CONTENT

· Outlook Concepts, Environments and Outlook Today. Using Outlook; (Help, Wizards, Office Assistant etc..) Outlook Profiles and Services

· Receiving, Sending and Replying to internal (MS Mail) and external (Internet mail) messages from the Inbox
· Organizing email and dealing with Junk Mail
· Using the Calendar for appointments, events and meetings
· Entering, importing and amending Contact information and Distribution Lists
· Setting and assigning Tasks and Recurring Tasks
· Monitoring activity via the Journal facility
· Personal Folders and Folder management
· Customising Outlook Options and Views
· Finding, Grouping and Filtering Outlook Information
· Using Outlook data in Office
WHO SHOULD ATTEND

Aimed at the user wishing to acquaint themselves with the basic features of Outlook.  The course stresses the role of Outlook as an "All in One" messaging and Desktop Information Utility.  Familiarity with the basics of Windows 95/98/NT/2000 is highly recommended to get the most out 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







