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This course is designed to introduce the fundamental features of correctly using
Microsoft Outlook 98 to manage email, appointments and contacts.

Learning Outcomes

By the end of this course
students will be able to:
Create, Send and Read
incoming messages, Reply to
and Forward messages,
Organise and maintain
messages, Add and view File
attachments, Manage a Task
list, Schedule, View and Modify
Appointments, Maintain
Contact details, Maintain a
Journal and create and work
with Notes.

Prerequisites

This course is designed for
students with little or no
knowledge of Microsoft Outlook
98. Basic computer awareness,
keyboard and mouse skills are
preferred.
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