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Microsoft Outlook 2003


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. 
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Create E-mail signature
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Familiarize toolbars of Standard, Menu, Navigational Pane 
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Open Outlook 2003
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How to activate tabs
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Explore online resources
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Organize & Delete e-mail
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Inquire & Determine standard, menu, or navigational for distribution list
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Inquire & Determine standard, menu, or navigational for e-mail signature
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Click correct option in appropriate tool 2.3. A
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Inquire & Determine standard, menu, or navigational for meeting & appointments
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Click correct option in appropriate tool bar 
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Click correct option in appropriate tool bar 
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Identify which tool bar to use
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Create E-mail signature
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Place mouse pointer on Tools (menu bar)
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Scroll to Options
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Click Mail Format Tab
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Click Signature Tab
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Click New Tab
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Select Start with New Signature, complete
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Entry behaviors





Use Menus and toolbars for Outlook 2003
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Toggle between applications, if training guide is electronic
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Create Distribution List
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Click OK, Save & Close
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Search for Name, click Members button to add name to distribution list 
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Click Address Book icon on menu bar
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Click Calling Card 
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Type a name for your list.
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Click New Distribution List 
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Entry behaviors





Click Plan A Meeting
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Search Global address book
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Manipulate menu bars
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Schedule Meeting
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Click Calendar
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Click Action in Standard Menu bar
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Entry Behavior





Locate & activate date, time slots in calendar
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Schedule Appointment
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Click File…New…


Appointment 
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Type a description for the meeting 
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Location Field: Enter location
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Organize & Delete e-mail
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Place mouse pointer on E-mail


7.1





Inquire & Determine standard, menu, or navigational for organizing & deleting e-mail.
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Click correct option in appropriate tool 
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Click Add Others, add using Address Book
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Click Make Meeting
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Click Send
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Specify time & date
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Click OK & Save and Close
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Click and hold LEFT mouse button


7.2





DRAG E-mail to personal folder
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To delete e-mail: Highlight email to be removed. 
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Press Delete Key
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