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	Description
	During this one day course delegates will be introduced to more advanced topics available in Office Outlook 2007, as well as ensuring they have a good working knowledge of all the basic features.  This course is designed to run on a workshop basis so that specific topics may be tailored to delegates needs.  No previous experience of networking is required, but delegates are expected to have some knowledge of Outlook and the Windows environment.

	Duration
	The course content can be customised to your requirements, please contact your co-ordinator or Pin-Point on 0116 289 4486 for further details.

	Course Content
	The course concentrates on, and covers the following areas:
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	Outlook 2007

· The Inbox

· The To Do Bar

· Message Options


	Tasks

· Creating New Tasks

· Setting Recurring Tasks

· Assigning A Task

· Working With Task Requests

· Task Options

	
	

	Calendar

· The Calendar Folder

· Public Calendar Folders

· Scheduling an Event

· Requesting a Meeting

· Calendar Options
	Journal: Your Outlook Diary

· Creating Journal Entries

· Journal and Contact Lists

· Journal and Phone Calls 



	
	

	Contacts

· Contacts Folders

· Adding a new Contact

· Contacts As An Email Address Book

· Working With Contacts

· Customising The Contacts Folder View

· Contact Options
	Public Folder

· What They Are Used For

· Setting up Public Folders




	Advanced Outlook E-Mail Topics

· Customising the Inbox Columns

· Sorting the Messages

· Grouping the Messages

· Filtering the Messages

· Defining a Custom View

· Using Rules to Process Messages

· Creating an Automatic Signature

· Posting Messages to Public Folders

· Multiple Email Accounts  
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