Training Course Specification

Course: 
Microsoft Outlook 2013 Level 1; Introduction
Duration:
One-Day
	COURSE OBJECTIVES:
	· Use outlook to organise your day

· Use outlook Mail as your email editor

· Track and group your messages to organise your mail

· Use the calendar to schedule and view events

· Prioritise and delegate tasks to manage your time

· Manage contact records for quick access to addresses


	WHO SHOULD ATTEND:
	At this introductory level, participants will learn all the everyday tasks and features within Microsoft Outlook. It is a complicated and large application and delegates will finish the day with a clear understanding of all the E-Mail features and general navigation and uses. All the different components are covered (not just E-Mail). Delegates will learn about using Notes, Tasks, Appointments, and managing contacts.


	EXPERIENCE NEEDED:
	Delegates should have an understanding of any of the following operating systems: Windows 2000 or above.


System and course requirements

SYSTEM (HARDWARE) REQUIREMENTS:   Office 2013 requires the following: 


	Component
	Requirement
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	Computer and processor
	500 megahertz (MHz) processor or higher.

	Memory
	1Gb megabyte (MB) RAM or higher.

	Hard disk
	2.5 gigabyte (GB); a portion of this disk space will be freed after installation if the original download package is removed from the hard drive.

	Drive
	CD-ROM or DVD drive.

	Display
	1024x768 or higher resolution monitor.

	Operating system
	Microsoft Windows(R) 7 or later operating system.


TRAINING COURSE REQUIREMENTS:   This training course requires the following components:

	Component
	Requirement
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	Course data
	Access to the Course Data folder supplied with this course.

	Hardware
	PC or Notebook with at least Microsoft Office Home and Business installed.

	Training Manual
	The training manual according to this specification.

	Network
	No network connection is required for this course in its intended format. This course is designed as a workstation (non-networked) instructor-led course.  Extra benefits from Microsoft office 2013 can be taken advantage of with networked computers. 

	Internet
	No Internet connection is required for this course in its intended format. This course is designed as a stand-alone instructor-led course. 

It is optional but the instructor may combine this course with internet connection to explore added web-content benefits in Office 2013. Especially at higher levels or with delegates interested in web content features.

	
	


DISCLAIMER:   This course material is written as a guide and structure for an instructor-led course. It does not guarantee the course delegate or participant will learn and it does not guarantee the participant will be able to apply the components of this course de facto. That is the responsibility of the instructor and also depends on the course participant as well. The participant is likely to learn and a work at a pace slower or faster than what is laid out in this course as a one-day duration session. 

The course manual is a training manual, not a text book or instruction manual. It is not by any means exhaustive and contains selected Microsoft Office features, options and tools. If the course participant wishes to explore options and features outside the scope of this course he/she should make the instructor aware of the need for additional material, exercises and demonstrations. The course is written in line with our other courses for different Microsoft Office versions, in the hope the course participant will be able to apply knowledge from this course to the other versions. 

	COURSE CONTENT

	

	

	1: Outlook Essentials
Foreword

Getting Started

Exploring the Outlook Window

Navigating in Outlook

The Navigation Pane

Getting Help

Using Outlook Help

Obtaining Context-Sensitive Help

Printing Documents

Setting Up the Page

Selecting Additional Printing Options

Previewing and Printing a Document

Ending an Outlook Session

Saving Your Data

Minimizing and Restoring Outlook

Exiting from Outlook and Logging Off

Assignment


	2: Communicating with Mail
Using the Inbox
Checking for New Messages
Previewing and Opening Messages
The Ribbon
Selecting and Printing a Message
Closing a Message
Sorting Messages
Filtering Messages
Composing a New Message
Addressing and Typing a Message
Editing Text
Formatting Text
Using AutoComplete
Including a Signature with a Message
Correcting Spelling as You Type
Sending a Message
Forwarding and Replying to Messages
Replying to a Message
Managing Messages Using Folders
Moving a Message to a Folder
Deleting and Restoring a Message
Assignment


	
	

	3: Organising Contacts
Creating a Contact List

Adding Contacts Manually

Selecting and Editing an Address Card

Transmitting and Adding Contacts with E-mail

Managing Contacts

Changing the Current View

Assignment


	4: Scheduling with Calendar
Navigating in Calendar

Viewing a Day, a Week, or a Month

Using the Date Navigator

Viewing a Range of Dates, Several Weeks, and Discontiguous Days

Showing Two Time Zones

Making and Moving Appointments

Selecting an Appointment and Modifying the Date in Day View

Modifying the Date in Week View

Changing the Time of an Appointment

Managing Appointments

Editing Recurring Appointments

Creating Tentative Appointments

Inserting All Day Events

Deleting Appointments

Restoring Deleted Appointments

Assignment



	5: Tasks
Working with Tasks

Creating a Task

Selecting and Editing a Task

Making a Task Recurring

Deleting and Restoring a Task

Managing Tasks

Setting the Priority for a Task

Tracking a Task’s Status and Marking a Task Completed

Assignment


	6: Keeping a Journal and Using Notes
Tracking Activities

Working with Notes

Writing a Note

Opening and Editing a Note

Organising Notes

Changing Icon Size

Assignment




	Appendix A: Additional Features in Outlook 2013
Word as E-Mail Editor
The Office Ribbon
Autosuggest
Outlook Colour Coded Category Labels
Send/Receive Groups
Editing and adding Mail accounts
Views in Outlook 2013
Miscellaneous Features in Outlook 2013

	

	Appendix B: Classroom Setup
Preparing Outlook on Your Server

Preparing Files and Sending Messages

Preparing Outlook on Each Workstation

Changing Outlook Default Settings

After Training or Before Your Next Outlook Course

	


	Appendix C: Additional Features in Office 2013
Office 2013 – A New Platform

At a Glance Highlights Across the Suite

New Visual and navigational Features

File formats

User Assistance System (HELP)

Collaboration features

Themes and Quick Styles

Application-specific changes

General Keyboard Navigational Tips in Office 2013
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