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Performance-Based Objectives

Upon successful completion of this course, students will be able to:

Identify the components of the Outlook environment and compose and respond to a
simple message.

Compose messages.

Personalize your mail by using stationery and signatures.

Modify message options.

Use folders to manage mail.

Organize Outlook items by grouping, creating Search Folders, setting rules, and applying
conditional formatting.

Sort, find and color-code items in your mailbox and calendar.

Make folder information available to other Outlook users.

Save and archive mail.
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