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Microsoft™ Outlook 
Please complete the following questionnaire and checklist to determine your current skill level.  From this checklist we can identify your needs and recommend a possible training solution.

Company:
     
Address:
     
Postcode:
    
Work Phone: 
     
Name:
     
General

1.
Do you currently use Microsoft™ Outlook? 
..........
If yes, how long have you been using it? ..........
2.
Please tick the activities you currently use Outlook for, or intend to use Outlook in the future.

a) Send, receive and store emails
 FORMCHECKBOX 

 FORMCHECKBOX 

b) Managing emails by creating folders
 FORMCHECKBOX 

 FORMCHECKBOX 

c) Adding new contacts 
 FORMCHECKBOX 

 FORMCHECKBOX 

d) Create a distribution list for emailing multiple contacts
 FORMCHECKBOX 

 FORMCHECKBOX 

e) Managing attachments
 FORMCHECKBOX 

 FORMCHECKBOX 

f) Use the calendar to manage your time more effectively
 FORMCHECKBOX 

 FORMCHECKBOX 

g) Enter and manage daily tasks
 FORMCHECKBOX 

 FORMCHECKBOX 

h) Create and manage meetings
 FORMCHECKBOX 

 FORMCHECKBOX 

i) Have to archive your email?
 FORMCHECKBOX 

 FORMCHECKBOX 

3.
If you do not use an Outlook, please list the email programs you currently use.

     
4.
Please list any computer packages you have used in the past and at what skill level you considered yourself when using these.  e.g. Microsoft™ Excel

     
Participants Name
     
Date
     
N.B.
Indicate with a tick those functions you are comfortably able to complete. If there is any doubt leave the space blank.

Day 1 – Outlook Essentials 


	Sending and managing email
Emails are the key communication tool within Outlook.
	

	Composing a Mail Message
	 FORMCHECKBOX 


	Sending Messages
	 FORMCHECKBOX 


	Reading Messages
	 FORMCHECKBOX 


	Replying to & Forwarding Messages
	 FORMCHECKBOX 


	Formatting Messages
	 FORMCHECKBOX 


	Flagging Messages for Follow Up
	 FORMCHECKBOX 


	Setting Message Options
	 FORMCHECKBOX 


	Using AutoSignature
	 FORMCHECKBOX 


	Using the Global Address List (your company’s address book)
	 FORMCHECKBOX 


	Outlook Address List (your personal contacts list)
	 FORMCHECKBOX 


	Distribution Lists (a group of email addresses)
	 FORMCHECKBOX 


	Attaching a File into a Message
	 FORMCHECKBOX 


	Opening Attachments
	 FORMCHECKBOX 


	Detaching and Saving Attachments
	 FORMCHECKBOX 


	Deleting Messages
	 FORMCHECKBOX 


	Using Folders to store messages
	 FORMCHECKBOX 




 


	
Using the Calendar
The calendar is essential for organizing your time.  In particular, meetings can be effectively organized and managed.
	

	Creating and managing Appointments, Meetings/Events
	 FORMCHECKBOX 


	Create and manage reminders
	 FORMCHECKBOX 


	Respond to a Meeting invitation
	 FORMCHECKBOX 


	Create a Meeting
	 FORMCHECKBOX 


	Contacts
Contacts store information on key individuals and groups, which can be used within emails and other components within Microsoft Office.
	

	Creating a Contact
	 FORMCHECKBOX 


	Using Contact Views
	 FORMCHECKBOX 


	Deleting a Contact
	 FORMCHECKBOX 


	Tasks

You can create a list of tasks and mark them completed and even assign to others.
	

	Creating a Task
	 FORMCHECKBOX 


	Editing and Updating Tasks
	 FORMCHECKBOX 


	Assigning Tasks to Others
	 FORMCHECKBOX 


	Recording Activities
	 FORMCHECKBOX 


	Manually Recording Journals
	 FORMCHECKBOX 


	Automatically Recording Journals
	 FORMCHECKBOX 







	Notes 
The electronic version of a post-it note.
	

	Creating Notes
	 FORMCHECKBOX 


	Using Notes with Other Outlook items
	 FORMCHECKBOX 


	Deleting Notes
	 FORMCHECKBOX 




Day 2 – Advanced Outlook

	Customising the Outlook Environment
Changing the outlook environment to meet your specific needs and help you work more effectively.
	

	Customising the Outlook Bar
	 FORMCHECKBOX 


	Customising Menus & Toolbars
	 FORMCHECKBOX 


	Handling Messages
You can set up Rules that automatically action an email when received.  How you can group and also archive emails. 
	

	Sorting, finding, and filtering
	 FORMCHECKBOX 


	Setting rules in a folder by using the Rules Wizard
	 FORMCHECKBOX 


	Archive mail messages
	 FORMCHECKBOX 


	Configure and use multiple mail messages
	 FORMCHECKBOX 


	Working with Outlook Folders
Using key Outlook features to their full potential.
	

	Creating and customizing views for Notes
	 FORMCHECKBOX 


	Use the Journal to record and modify Journal entries
	 FORMCHECKBOX 


	Booking resources and using a Calendar on the Web
	 FORMCHECKBOX 


	Sharing contact information
	 FORMCHECKBOX 


	Contact Activity Tracking
	 FORMCHECKBOX 






	Working with Templates and Forms

You can customize your email messages by using stationery.  Forms allow for consistent data capture.
	

	Using Templates and Forms
	 FORMCHECKBOX 


	Creating Custom Templates
	 FORMCHECKBOX 


	Create new Stationery items
	 FORMCHECKBOX 


	Create new Forms
	 FORMCHECKBOX 


	Integrating Outlook Components & Office Applications
	

	Integrating Outlook Components, such as email, calendar and contacts
	 FORMCHECKBOX 


	Importing & Exporting data from Office Applications
	 FORMCHECKBOX 


	Creating Office documents in Outlook
	 FORMCHECKBOX 


	Sharing Information by Using Folders
	

	Create a Public Folders
	 FORMCHECKBOX 


	Set Permissions on a folder
	 FORMCHECKBOX 


	Share your Inbox with other users
	 FORMCHECKBOX 


	Working with Offline Folders and remote mail
	

	Worked with Remote mail
	 FORMCHECKBOX 


	Set up offline folders
	 FORMCHECKBOX 


	Synchronize folders
	 FORMCHECKBOX 


	Internet Options
	 FORMCHECKBOX 
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