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Microsoft Outlook 2007 Basic

1.0 Getting Started with Microsoft Outlook
2007
1.1 Getting Started with Microsoft Outlook

2.0 Email Basics

2.1 Setting up an Email Account
2.2 Working with Email Messages
Lab

3.0 Creating and Sending Simple Email
Messages

3.1 Using Spell Check

3.2 Properly Addressing Email Messages
3.3 Formatting Email Messages

3.4 Attaching Files to Messages

3.5 Forwarding and Replying to Email
Messages

3.6 Printing and Deleting Messages

Lab

4.0 Managing Your Emails

4.1 Setting Message Options

4.2 Handling Junk Mail

4.3 Moving and Copying Messages to Folders
4.4 Searching Folders

4.5 Deleting Folders

4.6 Opening and Saving Attachments

4.7 Flagging Messages

Lab

5.0 Contact Management

5.1 Using Outlook for Managing Contacts

5.2 Editing Outlook Contacts

5.3 Navigating the Address Book

5.4 Using Distribution Lists

5.5 Deleting Contacts

5.6 Using Electronic Business Cards

5.7 Creating New Messages with the Address
Book

Lab
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6.0 Working with Tasks

6.1 Using the Outlook Task List
6.2 Editing and Updating Tasks
Lab

7.0 Working with Appointments and Events
7.1 Exploring the Outlook Calendar

7.2 Creating Appointments

7.3 Adding Categories to Outlook Items

7.4 Editing a Calendar Item

Lab

8.0 Working with Meeting Requests and
Responses

8.1 Working with Meetings in Outlook
8.2 Managing Meeting Responses

9.0 Working with Notes
9.1 Using Notes in Outlook



