Outlook Placement Self Assessment

Do you want to know: [Check each item that applies to you]

 [Outlook Level 1]

· How To Work With The Outlook Pane, Folders And Other Views
· How To Send And Receive E-Mail In Outlook
· How To Respond To A Message
· How To Delete And Mark Messages
· How To Work With Contacts, Creating And Deleting And Editing
· How To Send An E-Mail To A Contact 
· How To Create And Use A Distribution List
· How To Work With The Calendar View
· How To Create And Modify Appointments And  Reminders
· How To Schedule A Reoccurring Appointment
· How To Use Color In The Calendar
· How To Work With Tasks And Notes
[Outlook Level 2]

· How To Use Email Signatures

· How To Use Spell Check And Set Email Options

· How To Work With Email Attachments 

· How To Schedule Meetings

· How To Customize The Calendar

· How To Manage Email Messages, Moving, Copying And Creating Folders

· How To Use Search Folders

· How To Organize Email With Rules

· How To Use Archive Outlook Items

