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How Email Works 
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Common Outlook 2010 Screen Elements 
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Using Ribbon KeyTips 
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Sending the Message 
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Removing a Flag 
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Spamming and Junk Email 
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Navigating within a Calendar 
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Creating a New Calendar 
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Contacts 
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Viewing Your Contacts 
Creating a New Contact 
Entering Contact Details 
Editing Contact Details 
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Completing Tasks 
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Printing a Task List 
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Introduction 

TARGET AUDIENCE 
This One-Day Course is designed for users who are new to email, calendaring, and contacts management 
and need to know how to get up and running quickly and efficiently using Microsoft Outlook 2010. 

LEARNING OUTCOMES 
The skills and knowledge covered are sufficient to be able to manage e-mail, schedule appointments, and keep track of 
contact information 


