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Meet the expert: Sondra Nelson is a Microsoft Certified Trainer and has been teaching Microsoft Office for over 15 years. She has
teaching and consulting experience with high school students, college students and corporate employees.

Prerequisites: No prerequisites are required. Knowledge of outlook and email clients will be helpful.

Runtime: 01:17:43

Course description: In this course, we will look at Microsoft Outlook and I will show you how to use calendars and how to work with one
or multiple calendars, setup outlook in the backstage view using options, search outlook using built-in tools, and how to increase
productivity by organizing and managing items in outlook. We will go over topics such as how to create meetings and appointments and
invite contacts or groups, how to search for items in outlook and refine your search to find very specific items, and how organize and
manage items using color, various tags and use folders.

Course outline:

Outlook Options
• Introduction
• Outlook Options
• Demo: Spellcheck and

Signature Options
• Demo: Styles, Replies, and

Sending Options
• Demo: Send Message and

Tracking Options
• Calendar Options
• Demo: Calendar Options
• Summary

Search Outlook
• Introduction
• Search Outlook
• Define Scope
• Demo: Define Scope
• Refine Search
• Demo: Refine Search
• Demo: Refinement Continued
• Additional Search Options
• Demo: Advanced Search

Options
• Summary

Organize and Manage Items
• Introduction
• Organize and Manage Items in

Outlook
• Categorize
• Demo: Categorize
• Demo: Categorize

Appointments
• Demo: Categorizing

Appointments Cont.
• Demo: Categorize Notes
• Flag for Follow-Up
• Demo: Flag for Follow-Up
• Importance

• Demo: Importance
• Create Folders
• Demo: Create Folders
• Favorites
• Demo: Favorites
• Summary


