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Learning Goal: Utilizing Microsoft Outlook 2003 and employing various options within the Menu bar, Standard Toolbar, and Navigation Pane, learners will correctly complete activities for the following: (a) E-mail Signatures and Distribution List (b) scheduling meetings & appointments (c) organizing & deleting e-mail (d) explore online resources. 
Goal Analysis: Learning goal consist of the use of psychomotor skills and intellectual skills. The above learning goal will be performed by teachers with basic operating knowledge of a PC, Windows XP and Office 2003. To perform goal teachers will turn on computer and click Microsoft Outlook 2003 icon. Next, access standard tool bar, click option for (a) E-mail Signatures and Distribution List (b) scheduling meetings & appointments (c) organizing & deleting e-mail, determine if correct option was selected, deduce information and perform actions listed in step-by-step section. After this procedure is complete for all listed procedures- students will notify trainer, and/or e-mail trainer with answers to activates, and/or post note that activity was completed successfully. E-mail received from participants or in sent folder with be moved to training folder in the inbox section of navigation panel. 
