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Microsoft Outlook Course Outline 
Level: Intermediate  
 
Overview 
 This course is intended for people who have a basic understanding of Microsoft® Windows® 

and want to know how to use Outlook’s features to manage their email communications, 
calendar events, contact information, search functions, and other communication tasks. 

 
Prerequisites 
 To ensure your success in this course you should have end-user skills with any current 

version of Windows, including being able to open and close applications, navigate basic file 
structures, and manage files and folders.  

 Additionally, it will benefit you to have basic Outlook skills.  
 
 

Course Content 
 
Modifying Messages and Setting Global 
Options 
 Insert Advanced Characters and 

Objects 
 Modify Message Settings, Properties, 

and Options 
 Configure Global Outlook Options 
 Customize the Outlook Interface 

 
Organizing, Searching, and Managing 
Messages 
 Sort Messages 
 Filter and Manage Messages 
 Search Outlook Items 

 
Using Filters 
 Use the Junk Mail Filter to Manage 

Messages 
 Manage Your Mailbox 

 
Using Rules 
 Use Automatic Replies 
 Use the Rules Wizard to Organize 

Messages 
 Create and Use Quick Steps 

 
Lesson 5: Working with Calendar Settings 
 Set Advanced Calendar Options 
 Create and Manage Additional 

Calendars 
 Manage Meeting Responses 

 
Lesson 6: Managing Contacts and Groups 
 Use Electronic Business Cards 
 Manage Contact Groups 
 Forward Contacts 
 Import and Export Contacts 

 
Lesson 7: Managing Activities Using Tasks 
 Assign and Manage Tasks 

 
Lesson 8: Sharing Workplaces with Others 
 Delegate Access to Mail Folders 
 Share Your Calendar 
 Share Your Contacts 

 
 
 

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&docid=yglbJtgmUE0YRM&tbnid=z4y-WK9A5qE5NM:&ved=0CAUQjRw&url=http://www.geek.com/chips/outlook-2013-drops-support-for-xls-and-doc-1533281/&ei=1Mf0UrzZKqiU0AXY4YD4Bg&bvm=bv.60799247,d.ZG4&psig=AFQjCNFOaeRGNDqHKeRMM0EK-z1mtLusYw&ust=1391860028813173

	Microsoft Outlook Intermediate
	Visit Mullan Training Online

