John P Legge Computer Services

TRAINING COURSE

BASIC OUTLOOK

MICROSOFT OFFICE

FULL  DAY COURSE

Course Objective

To be able to create email addresses and send emails to contacts created. To be able to use full calendar functions to plan meetings, appointments and tasks for a working day. To be able to manage all email correspondence through created folders.
· Introduction to Outlook

· Contact Management

· E mail management

· Sending an email, attachments, applying a signature

· Creating a folder structure

· Create a distribution list

· Calendar management 

· Scheduling meetings and Appointments

