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Getting started in Outlook 2016

F

OUTLOOK 2016

Using the Folder Pane and Reading Pane effectively
Level

Exercise content

Time

Approx.
5 minutes

 Viewing Outlook modules
 Changing the size of panes
 Using the zoom and view controls

1.

Start Outlook.

2.

On the navigation pane, click the various module buttons in turn to view the different modules.

3.

Minimize the Navigation bar and show it normally again.

4.

Then minimize the Ribbon and display it again in normal size.

5.

Switch to the Calendar module and enlarge the display with the zoom control.

6.

In the Mail module, use the view buttons to switch between Reading and Normal view.
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Using email efficiently

Organizing your Inbox
Level

Exercise content

Time
 Showing the list of folders
 Creating, renaming and deleting folders
 Copying items

1.

Create a new sub-folder for the Inbox folder and call it Private email.

2.

Drag a few emails from your Inbox to the new folder.

3.

Show the list of folders.

4.

Rename the Private email folder and call it Private mail.

5.

Delete the Private mail folder.

2

Approx.
5 minutes
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Using email efficiently

F
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Using Favorites and sorting and searching mail
Level
Exercise content

Time

Approx.
10 minutes

 Using Favorites
 Creating and opening search folders

1.

Under Favorites, create a folder with the name Important.

2.

Move two emails to the Important folder.

3.

Create a search folder in which only your unread emails are displayed.

4.

Open the new search folder.

5.

Assign a color category to some of the emails in your Inbox.

6.

Create a search folder in which only emails with the color category you just assigned
are displayed.
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Using email efficiently

Using contact groups and distribution lists
Level

Exercise content

Time





Approx.
15 minutes

Creating contact groups
Sending mail to a contact group
Editing a contact group when sending mail
Editing and updating a contact group

1.

Create a new contact group and name it Training participants.

2.

Add four participants from the Outlook training course to this contact group.

3.

Add a further member from your contacts.

4.

Create an email and send it to the new contact group.

5.

Compose a second email. Address the email to the contact group but this time remove
two of the recipients before sending.

6.

Add a new member to the contact group.

7.

Open the contact form of the member and edit the email address.

8.

Save the contact form.

9.

Update the contact group.

4
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Using email efficiently
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Setting up an out-of-office message and checking your mail
when on the move
Level

Exercise content

Time

Approx.
15 minutes

 Creating an out-of-office message
 Deactivating an out-of-office message
 Using the Outlook Web App

1.

Set up an out-of-office message for a selected date. You are going to be away for
three working days.

2.

Write an out-of-office message for recipients Inside My Organization as well as for recipients
Outside My Organization.

3.

Ask a participant in the Outlook training to send you an email.

4.

Deactivate the out-of-office message.

5.

If possible, switch to the Outlook Web App and log on with your access details.

6.

Write an email to a participant in the Outlook training and ask them to reply to this email.
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Managing appointments and meetings

Entering appointments and reminders
Level

Exercise content

Time

Approx.
5 minutes

 Entering appointments directly in the Calendar
 Changing the duration of an appointment
 Moving appointments

1.

Plan your appointments for tomorrow as shown in the following graphic.

2.

The project team meeting is to take place a week later at the same time. Move the appointment
accordingly.

3.

Because the Outlook training is going to last half an hour longer, other affected appointments
will be delayed by half an hour. Make the necessary changes.

6
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People – addresses at the click of the mouse

F

OUTLOOK 2016

Displaying, adding and forwarding contacts
Level
Exercise content

Time

Approx.
10 minutes

 Creating contacts
 Designing a business card

1.

Create a new contact and copy the details you can see in the graphic into the contact form.

2.

Design the business card, so that it looks like
the business card shown. Select a picture to use.

3.

Specify a value of 28% for the image area and
select the setting Fit to Edge for the alignment.

4.

Save the new business card.
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Tasks – planning made easy

Creating and organizing tasks
Level

Exercise content

Time





Approx.
10 minutes

Creating a task
Starting or finishing a task at a different time
Adding information for a task
Linking tasks to OneNote

1.

Create a task for today and give it a suitable name.

2.

Move the start of the task to tomorrow and make the due date two working days later.

3.

Assign the In Progress status to the task and set the priority to High.

4.

Since you have already done part of the task, set the completion percentage to 25%.

5.

Link the task to OneNote and select a suitable location to save the task in OneNote.

8
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Organizing Outlook

F
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Customizing Outlook and using it at different locations
Level

Exercise content

Time





Subscribing to RSS feeds
Opening RSS articles in the browser
Deleting an RSS feed
Setting up a weather forecast

1.

In the Web browser, open the Washington Post online website
(www.washingtonpost.com), click
to switch to the company‘s
RSS Web page for all online news and select a RSS feed.

2.

Set up an account for this RSS feed in Outlook.

3.

Display the list of articles and open an article.

4.

Change the name of the new folder to Washington Post news.

5.

Delete the folder.

6.

Switch to the Calendar module and set up a weather forecast
for a town near you.
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Approx.
15 minutes
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