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Course Description

Microsoft® Outlook 2010 teaches students how Outlook is structured, and how to use the various modules to coordinate communications and collaborations with others. Modules covered in this courseware include Mail, Calendar, Contacts, Tasks, and Notes. Also included are some features commonly used for collaboration purposes such as creating distribution lists or groups, cleaning up your system, marking junk mail, and how to check the size of your Outlook data file. 

Students who complete this course will have reviewed all of the exam objectives and be on their way to preparing for Microsoft Outlook 2010 Core Exam #77-884.
Course Series

This Microsoft Outlook 2010 courseware is one of seven courses in CCI’s Microsoft Office Specialist 2010 series. Other courses available in the series include:
	· Word 2010 Core
· Excel 2010 Core
· PowerPoint 2010 

· Access 2010
	· Word 2010 Expert

· Excel 2010 Expert
· OneNote 2010



The Microsoft Office Specialist 2010 Series contains exercises that students can use to learn each of the features discussed. Additional resources to practice and apply the skill sets are available from the CCI Office 2010 Microsite. Students are encouraged to register at http://2010.ccilearning.com in order access these additional activities both during and after completing the course. 

Instructor Resources are available and are produced specifically to help and assist an instructor in preparing to deliver the course using the CCI materials. Contact your coordinator or administrator, or call your CCI Account Manager for information on how to access these resources.
Course Prerequisites

This course is designed for students who are familiar with personal computers, using a keyboard and using a mouse. The course assumes that students have completed the Microsoft Windows course or have equivalent Microsoft Windows knowledge and experience. 

	· start and run Windows

· use the taskbar

· use the Start button

· use the Help feature
	· use Minimize, Restore Down/Maximize, or Close 

· use the left and right mouse buttons appropriately 

· understand file management techniques

· navigate between files, folders, or drives


System Requirements

According to the Microsoft Office System User’s Guide, you must have the following in place prior to using the program:

· personal computer with a 500 megahertz (MHz) processor or higher
· 1 gigabyte (GB) hard disk drive to save the files used in this courseware

· 256 megabytes (MB) RAM or higher
· 1024x 768 or higher resolution monitor 
· Windows XP with Service Pack (SP) 3 (32-bit), Windows Vista with SP1 (32-bit or 64-bit), Windows Server 2003 R2 (32-bit or 64-bit) with MSXML 6.0 installed, Windows Server 2008 with SP2 (32-bit or 64-bit), Windows 7 (32-bit or 64-bit)

· mouse or other pointing device compatible with Windows
In the materials contained in this courseware, we assume that you have met these criteria, and that you have successfully installed both Windows and Outlook on your computer.
You must also have an e-mail account set up with a live connection to the Internet to send and receive messages. 

Classroom Setup

The features and exercises shown in this courseware were developed using the standard installation of Microsoft Office 2010 on a system with Windows 7.0. If your computers have Windows Vista installed, you will need to adjust accordingly to accommodate for the differences in dialog boxes when saving or opening files.

It is likely your instructor set up the classroom computers based on the system requirements to run the software for this course. Most software configurations on your computer are identical to those on your instructor’s computer. However, your instructor may use additional software to demonstrate network interaction or related technologies. 
Please be aware that if you are adding the Nick Klassen.pst data file provided in the Student Data files within Outlook, messages you send or receive are stored in the main e-mail account (Rm5-16@abctraining.com, student18@school.edu, ffsmith300@myisp.com) previously set up for this computer. Use the Sent Items, Outbox, or Deleted Items folders in this account to view the messages.
Course Objectives

This course book teaches the skills you will need to successfully complete the Outlook 2010 Core exam. These skill sets are introduced using a fictional company named Tolano Adventures, a travel service that is a department within Tolano Environmental Consulting. Tolano Adventures offers tours to the public that are friendly to the environment.

You will use Outlook to communicate with others via e-mail, set up appointments, tasks or notes for yourself and shared with others, and work with your list of contacts or set up groups of contacts. 

After completing this course, you will be able to: 

· use the Ribbons and Quick Access Toolbar 
· use the Navigation Pane

· address messages

· compose and format message text

· insert items into a message

· read and view messages

· change view options

· reply to messages

· forward messages

· set message options

· vote and track

· assign categories

· apply themes and stationery

· work with signatures

· work with styles

· work with attachments

· work with conversations

· work with the folder list 

· create folders 
· organize messages

· use Quick Steps

· print messages
· change the calendar view

· create and edit appointments

· set reminders

· create recurring appointments

· schedule events 

· schedule multi-day events

· schedule meetings
· customize the calendar options
· invite attendees

· track responses 

· determine available meeting times 

· make changes to meetings 

· notify attendees of changes

· cancel meetings

· create a calendar group

· show or hide calendars
· print calendars
· create one-time tasks

· create recurring tasks

· create a task from a message

· set task options 

· mark a task complete 

· assign a status to tasks

· assign a task to others

· accept/decline task assignments

· update tasks and send status reports

· create a note

· change the view of notes

· categorize notes

· look at the journal

· set the journal to automatically record items or files

· edit a journal entry
· use Search Folders 

· organize Outlook

· clean up mail

· manage junk e-mail

· use rules
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