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Overview

What are the 4 basic things that Outlook keeps track of?

· ________________________________

· ________________________________

· ________________________________

· ________________________________

How can you tell the difference between email that has been opened and email that hasn’t been opened?

____________________________________________________________________________________

Sketch these buttons:
	Day
	Work Week
	Week
	Month




Make Appointments
What determines the size of the rectangle for the appointment?_______________________________________

What are your two choices when you open a recurring item (like Joey’s Birthday)?
· ________________________________________

· ________________________________________
Fill in the blanks
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Manage Email

What is the difference between Reply and Reply All?______________________________________________

_________________________________________________________________________________________
What are the two choices under Find All?_______________________________________________________

_________________________________________________________________________________________
Manage Junk Email

What is the menu path to Junk Email Filter?_____________________________________________________
_________________________________________________________________________________________
Describe the 4 levels of Junk Email protection

No Automatic Filtering______________________________________________________________________

_________________________________________________________________________________________

Low______________________________________________________________________________________

_________________________________________________________________________________________

High_____________________________________________________________________________________

_________________________________________________________________________________________

Safe Lists Only_____________________________________________________________________________

_________________________________________________________________________________________
Make Task Lists

Why is it important to choose a good title for your task?_____________________________________________

__________________________________________________________________________________________

What do you click if you want the task to repeat?__________________________________________________

What are the 4 buttons on a reminder window?
· ________________________________________

· ________________________________________

· ________________________________________

· ________________________________________

Add/Edit Contacts
What is the menu path to Address Book?_______________________________________________________
	Sketch the New Entry button. It’s supposed to look like a picture of a person next to information about them.


	List at least 5 types of information you could give for your contact

· ___________________________________ 

· ___________________________________

· ___________________________________

· ___________________________________

· ___________________________________


How do you save an email address from an email sent to you?________________________________________

_________________________________________________________________________________________
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