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Course Outline

Microsoft Outlook 2007
Proficient

	Overview

This course is aimed at individuals who have completed the Microsoft Outlook 2007 Core course and want to utilise the advanced features of Outlook 2007.

	Objectives

By the end of this course participants will be able to:

· Use Outlook as a comprehensive group scheduler and meeting planner
· Use shared calendars

· Use contacts and tasks lists

· Work with groupware applications with custom forms and views



	Prerequisites

It is recommended that attendees have completed the Microsoft Outlook 2007 Core course or have gained a similar level of knowledge within the work environment.

	

	Duration

1 Day

	


Course Content

	Organising and managing your information
· Creating, saving, and applying views
· Grouping, sorting and filtering items

· Advanced find

· Archiving folders

· Setting up auto archive

· Restoring archived items

· Creating a personal folder (PST)

· Applying conditional formatting

· Working with desk top alerts

Customising Outlook
· Browsing the Web with Microsoft Outlook

· Customising the navigation pane

· Customising toolbars

· Creating, saving and publishing a form

Working with contacts
· Sharing Contacts using virtual business cards (vCard)
· Using a vCard as your signature for messages

· Sharing contacts

· Receiving a vCard

· Integrating contacts with other Outlook components

· Using contacts with Office applications
	Managing messages
· Finding related messages
· Tracking delivery and read mail

· Recall a message

· Managing mail automatically

· Rules and Alerts

· The Out of Office Assistant

· Changing the look of mail

· Creating a mail template

· Working with personal address book (PAB)

Sharing files and information
· Overview of sharing data using Microsoft Outlook
· Sharing Office files via e-mail

· Shared folder update settings

· Sharing information in public folders (opening, sending files to and managing public folders)

Securing Outlook 2007
· Dealing with junk mail (settings)
· Handling attachments

· Avoiding macro viruses
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