Microsoft® Outlook: Advanced Practice
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	More than 75% of items completed correctly
	All items completed correctly


Each step to complete is considered a single item, even if it is part of a larger string of steps.  
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Objectives:

The Learner will be able to:

1. Use Tasks to schedule an appointment at least 75% of the time
2. Add another Calendar

3. Create Categories at least 75% of the time

4. Use Categories to Group and Sort information at least 75% of the time

5. Search for appointments and review that data in Excel 

Outlook Administration

Working with Tasks

Create a new Task called: Outlook Administration

Drag the task onto your calendar to create a new appointment for 8:00 tonight


Assign the Task to your Microsoft instructor. What options can you set?  


Mark the task as complete. 

Add another Calendar
Create a second Calendar called "Class." 


Change the Calendar Options 



Make the Calendar week start on Monday at 11am.  



Change the color of the Calendar.  

Categories
Create a new Category called: Training. Format the Category color as orange


Enter the following sample information into your Calendar:



Create six Outlook training classes, Training category


Create a dozen Travel meetings, ½ hr duration, Training category


Note: this will document your travel to and from the training classes.

Search for all the Travel entries.  How much time did you put down for travel?


Add the Category to the Search Results by using the Field Chooser 



Sort by Time and by Category



Select Category and use the Group by option
Search your calendar for all the Outlook training.  


Select All of the meetings and Copy them.


Open Excel and paste your Meetings into the spreadsheet.  


Bonus: Calculate the amount of Travel time using Excel!
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