Outlook 2000 Overview

Lesson 1:  E-Mail Overview

What is E-Mail?

E-Mail Servers

Elements of an E-Mail Message

E-Mail Addressing Scheme

E-Mail Functions

Finding an E-Mail Address

Lesson 2:  Overview of Outlook 2000

What is Outlook 2000?

Outlook Today

Inbox Overview

Calendar Overview

Contacts Overview

Tasks Overview

Notes Overview

Web Functions Overview

Lesson 3:  Communicating with E-Mail

Receiving E-Mail

The Inbox

Creating a New Message

Signatures

Inbox Views

Advanced Message Options

The Address Book

Sorting Your E-Mail

Rules

Lesson 4:  Scheduling with the Calendar

Calendar Views

Go To Date

Appointments

Categorizing Your Appointments

Linking Appointments with Contacts

Lesson 5:  Managing Your Contacts

Contacts Overview

Managing Contacts

Categorizing Contacts

Lesson 6:  Scheduling Tasks

Tasks = To Do List

Task Categories

Advanced Task Views

Task Status

Lesson 7:  Taking Notes

Creating Notes

Editing Notes

Viewing Notes

Lesson 8:  Searching & Customizing Outlook 2000

Finding Outlook Items

Customizing Outlook Today

The Preferences Tab

