[image: image1.wmf][image: image14.png]




Microsoft Outlook 2003 [image: image22.png]



Course Overview

P
rogram one for Microsoft Outlook 2003 emphasizes technology: foundations,   work in solving problems, and communication. Users of this program are provided related terms, concepts, and data input strategies in order to expand their use of Outlook 2003 beyond the scope of sending and receiving E-mail.  Specific step-by-step instructions are provided for creating e-mail Signatures, Distribution Lists, managing e-mail, deleting e-mail, scheduling appointments and meetings. 
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Lesson Overview

Lesson is designed for independent or group practice through the use of an instructional manual that list, via numbers, each step that should be conducted in order to complete a task within Outlook 2003. Lesson will be guided using the Outlook 2003 application to conduct a lead and follow session. Transparencies are provided as an alternative delivery method. Lesson covers: 

· Outlook terminology
· Creation of Digital Signatures and Distribution Lists
· Use of Outlook’s Calendar feature to schedule appointments and meetings
· Use of Outlook’s new folder option for sorting and storing incoming mail

· Online resources for additional practice and guidelines

· Tips for each feature taught

· Screen Shots of toolbars

· Delete e-mail in inbox, sent folder, and trash bin
Lesson Objectives

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. 
Delivery Systems:

· Face-to-Face

· Computer workstation with Outlook 2003, internet access, Adobe Reader, and Microsoft Word
· LCD projector
· Smart Board

· Overhead projector

Teaching Strategies 

· Check that Outlook 2003 and other needed technologies are operational before start of class. 
· If computer workstations are NOT working or equipped with program consider: (a) using transparences for a general overview (b) have learners take manual home for practice and then schedule a review for a later date (c) Conduct a distance learning assessment by having participants e-mail answers to activities. For example, use Outlook 2003 to e-mail the instructor a message that shows the use of a distribution list in the To: field with a digital signature attached, etc.
· Review layout of manual before conducting training. Explain FYI, Activities section, and Tip section.
· Consider passing manual out at the end of the training session if group tends to read ahead or skips around in manual. 

· May project  work sample on screen using LCD projector

· Motivational technique: Probe class about how they use Microsoft Outlook 2003 or discuss ways educators can use the program such as to communicate with students and parents, receiving class work electronically, and/or various folders for each class.
· Send an electronic version of training manual to each participant.
Instructional Material

· Training Manual pg. 8
· Transparency: Outlook screen shots  pg. 8
· Transparency: Activities  pg. 9
· Transparency: Tips pg. 10
· Transparency: Website Resource  pg.11
· Assessments pg. 15
· Supplemental video: Microsoft Office 2003 training videos available at: 

http://office.microsoft.com/en-us/training/CR061832721033.aspx
[image: image17.png]



Insert hard copy of 

Microsoft Outlook 2003
E-mail Features & Management

Create Electronic link to file

[image: image18.jpg]



Transparency: Outlook screen shots  
Menu Bar & Standard Tool Bar Figure 1A
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Navigation Pane Figure 2B
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Transparency: Activities  
Activity (A)
Create an email entitled My Signature, and send to someone in this training. 

· What was different about their E-Mail signature?

Activity (B) 
Create an e-mail Distribution List entitled “training” and include 3 individuals that are participating. Don’t forget to Save & Close list. Next send a new e-mail asking “Did this work?” 

· Did it work?

· Were there any difficulties encountered when creating the Distribution list?

Activity (C)

Create a New folder entitled “E-mail training”. Place all E-mail received during training to this folder.

· Scan your Inbox; do you need to create additional folders? What will you title your folder?

Activity (D)

Open “E-mail training” folder and delete messages received during training. Next, open “Sent Items” folder and delete E-mails you sent during the training. Finally, open E-mail’s trash bin and permanently delete training E-mails. You may also delete or rename training folder. 

· Do you have any additional E- mail to permanently delete from the trash bin & Sent Items folder?

Activity (E)

Schedule your next training date & time or an important meeting

Transparency: Tips
E-Mail Signature

Tip

· Follow steps to remove, edit, or create a new signature.

· You may also use the Mail Format Tab to change E-mail font and add stationary to your email. 
· Click the Spelling Tab to set spelling options for Outgoing E-mail.
Creating Distribution List
Tip
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Copy names from an email to add to list. In the To: field of the email, highlight names, click the left mouse button, and choose copy. Follow above steps for creating distribution list. Paste names in the Members field (step 9).

Sending E-Mail Using Distribution List

Tip
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Indicates a Distribution List. 
· Delete a Distribution list by opening address book, select contacts, highlight List, right-click mouse, and choose Delete.

Organizing E-mail

Tip

· Move several messages by holding down the Ctrl key and click the messages to be moved. Once all are highlighted, click on a message and immediately hold down the left mouse button and drag to folder. Practice with three at a time.

Deleting E-Mail

Tip

· Always preview Trash bin before permanently deleting E-mail.

· Customize Auto archive by clicking Tools….Options….Other Tab…Auto archive.

Transparency: Website Resource
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Outlook 2003 Online Tutorials
· http://www.officetutorials.com/outlooktutorials.htm
· http://www.csupomona.edu/~ehelp/email/outlook-tips.html
· http://www.howto-outlook.com/howto/icons.htm
· http://www.microsoft.com
· http://www.freeemailtutorials.com/microsoftOutlook2003/
· http://www.softwarepro.com/tips/outlook.htm
· http://gemini.lib.purdue.edu/staffdev/handouts/email_Outlook2003_Manual.pdf



Lesson overview

This lesson teaches you how to use basic features within Microsoft Outlook 2003 and to manage e-mail.  

Become skilled at: 

· E-mail Terminology
· Creating E-mail Signatures and Distribution List
· Creating Folders and Deleting E-mail from our Inbox, Sent Folder, and Trash bin
· Scheduling appointments and meetings

· Using web resources to learn more about Microsoft Outlook 2003

Lesson Objective

Learners will utilize the Menu bar, Standard toolbar, and E-mail pane to send and manage e-mail, by completing lesson activities and instructions with, no less or more than one, e-mail for each category provided in instructional manual. In addition learners will explore additional resources by using Microsoft Internet Explorer to open web links.
Equipment Needed
· Computer Workstation with Microsoft Outlook 2003, Internet Explorer, Adobe Reader.
Learning Tips

· Clarify any questions you have before starting lesson or sending e-mail.
· Read directions

· Examine Work samples from peers.
· Define any terminology you are unfamiliar with, including those found in your readings.
· Use additional resources provided 
· Explore Microsoft Outlook 2003 Help Files as well as Microsoft.com tutorials.

Instructional Material

· Microsoft Outlook 2003 Manual  pg. 14
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Assessment for

Microsoft Outlook 2003
Training
Assess training effectivness by either:
· Observing group during activites 
· Noting frequently asked questions regarding training manual 
· Noting sections within manual that needed clarifying 
· Having participants email at least one completed activity to you for evaluation 
	Date/Group
	Remark

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Y

our feedback is important in helping us to increase the quality of our training program. Please return this form to your training coordinator. Thank You! The Training Team.
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	Question
	Circle Answer

	1. The course covered the material I expected
	Yes
	No

	2. The course structure was easy to understand and navigate
	Yes
	No

	3. Training Manual is easy to follow
	Yes
	No

	4. This training will benefit my use of Outlook 2003
	Yes
	No

	5. I would have liked to learn how to…
	

	Comments
	


Y
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Course Evaluation Form-Microsoft Outlook 

our feedback is important in helping us to increase the quality of our training program. Please return this form to your training coordinator. Thank You! The Training Team.
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	Question
	Circle Answer

	1. The course covered the material I expected
	Yes
	No

	2. The course structure was easy to understand and navigate
	Yes
	No

	3. Training Manual is easy to follow
	Yes
	No

	4. This training will benefit my use of Outlook 2003
	Yes
	No

	5. I would have liked to learn how to…
	

	Comments
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