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Microsoft® Outlook: Calendar Practice

RUBRIC

	0
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	Less than 25% of items completed correctly.
	More than 25% of items completed correctly 
	More than 50% of items completed correctly
	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.  

Objectives:

The Learner will be able to:

1. Create, edit and delete new appointments at least 75% of the time

2. Create recurring appointments and events at least 75% of the time
3. Schedule a meeting and invitee attendees at least 75% of the time
4. Track the responses to a meeting request

5. Create and edit Tasks at least 75% of the time
Working with Outlook Calendar

Appointments

Enter a new appointment today: 

Subject: Outlook practice


Start: 30 minutes from now


End: 1 hr


Set a reminder: 10 minutes

Enter a birthday or holiday as an All Day Event.  

Add a Contact


Create a new Contact and enter the following information:


Name: Elizabeth


Title: Microsoft Office Instructor


Email: commap@commaproject.com 


Save this Contact by name and Company 

Schedule a Meeting

Create an appointment in Outlook.  


Invite Attendees: Elizabeth, Microsoft Office Instructor


Fill in the time and send the invitation.  


Note-- since you are both the meeting planner, you will get an error when you try 
to Accept or Decline your own invitation.  

Go back to the meeting and mark the instructor as having Accepted the invitation
© 2008 Comma Productions
Microsoft Outlook Practice Exercises
Page 1

