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Microsoft Outlook 2013 & Email Basic

Sunday, September 10, 10:00 a.m. - 4:00 p.m.
Franklin Jamatkhana Social hall 220 28th ST NE
Fee for this All Day Information Session is $20.00
Course Outline
	EMAIL BASIC
· EMAIL INTERFACE 
· INBOX
· MESSAGE PANE
· COMPOSE PANE

COMMON EMAIL TERMS AND ACTIONS
· COMPOSE NEW MESSAGE
· READ MESSAGE
· REPLY AND FORWARD MESSAGE

UNDERSTANDING EMAIL ADDRESSES
· email account
· email address
· username
· email provider
· Yahoo, Outlook.com, Gmail
· Other email providers: Gov / org 
· software: MS Outlook, Windows Mail
· Passwords and Security

	Getting to Know Outlook 2013 Interface new Menu Bar (Ribbon)

EMAIL MANAGEMENT
· SETTING MESSAGE OPTIONS
· ORGANIZING THE INBOX FOLDER 
· MANAGING JUNK EMAIL

CONTACTS
· WORKING WITH CONTACTS
· ADDRESS BOOKS 
· USING CONTACT GROUPS

TASKS
· WORKING WITH TASKS
· MANAGING TASKS

APPOINTMENTS AND EVENTS
· CREATING AND SENDING APPOINTMENTS
· MODIFYING APPOINTMENTS

Save and Print Emails



For more information and to register e-mail: epb.crc@gmail.com
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