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Outlook 2003 Course Content

What is Microsoft Outlook 2003? 
Introduction 
How does the messaging system work? 
Addressing a message 
Sending messages 
Receiving messages 
Replying to received messages 
Deleting read messages 

Starting Outlook 
What you see initially 
Leaving Outlook 
Advanced toolbar 
Sending Messages 
Sending messages 
Addressing messages 
Sending to several recipients 

Message options 
Checking spelling 
Receiving Messages 
The Inbox 
Replying to a received message 
Forwarding a message 
Printing mail 
New mail notification 

Junk E-mail Folder 

Attaching Files to Messages 
Sending attachments 
Reading attachments 

Personal Address Books 
Address books 
Contacts Address Book 
Adding Contact Names 
Deleting names from the Contacts Address 
Book 
Creating a Distribution List 
Amending a Distribution List 
Using a Distribution List 
Removing a Distribution List 

Mailbox Management 
Flagging Messages 
Folders 
Viewing folders 
Creating a folder 
Using folders 
Moving and copying messages between 
folders 
Rules Wizard 
Deleting messages 
Removing a folder 

Time Management 
Using the Calendar 
Scheduling appointments 
Editing appointment details 
Colour-coding appointments 
Moving, copying and recurring appointments 
Deleting appointments 
Printing diary details 

Scheduling a meeting 
Tracking responses 
Rescheduling a meeting 

Notes 
What are notes? 
Creating a note 
Using a note 
Viewing all notes 
Editing a note 
Deleting a note 

Tasks 
What is a task? 
Allocating tasks 
Adding fields to a task 
Recurring tasks 
Assigning a task 
Editing a task 
Deleting a task 

 

General 
Introduction 
Views 
The Shortcut Bars 
Find 


