Intro to MS Outlook 2000

Outlook Electronic E-mail
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	Course Length:


	4 hours

	Who should attend?


	All personnel requiring access to the Local Area Network and Outlook for electronic mail



	Prerequisites:


	Introduction to Windows NT or equivalent knowledge

	Knowledge Assumed:


	Common Windows NT terminology and basic PC knowledge

	Course Description:


	This course teaches basic features of the Outlook 97.  Personnel will learn how to send and receive mail, custom configure the software, and use it as a day to day organizer



	Benefits:
	Sending and receiving e-mail and using the software as an organizer



	Topics covered:
	· Getting started with Outlook

· Using Mail

· Handling messages (Organizing)

· Managing folders

· Working with appointments and events (Calendar)

· Scheduling and managing meetings

· Using the task and contact manager
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