Outlook 2007 Foundation
Section One: Starting Out

Lesson 1.1: Getting Started

Lesson 1.2: Interacting with Outlook
Lesson 1.3: Working with Toolbars
Lesson 1.4: Working with Outlook
Lesson 1.5: Getting Help

Section Two: Receiving E-Mail

Lesson 2.1: Receiving E-Mail

Lesson 2.2: Working with Messages
Lesson 2.3: The New Interface (Part 1)
Lesson 2.4: The New Interface (Part 2)

Section Three: Sending E-Mail
Lesson 3.1: Answering Mail

Lesson 3.2: Composing E-Mail
Lesson 3.3: Doing More With E-Mail
Lesson 3.4: Using the Drafts Folder

Section Four: Information Management
Lesson 4.1: The Calendar

Lesson 4.2: The Contacts Folder

Lesson 4.3: The Tasks Folder

Lesson 4.4: The Notes Folder

Lesson 4.5: The Journal Folder

Section Five: Viewing and Printing

Lesson 5.1: Using Viewing Tools

Lesson 5.2: Customizing the Outlook Screen
Lesson 5.3: Using Print Preview

Lesson 5.4: Printing Outlook Items
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Outlook 2007 Intermediate

Section One: Adv. Organization Tools
Lesson 1.1: Managing Folders

Lesson 1.2: Mail Management Tools

Lesson 1.3: Security Tools

Lesson 1.4: Instant Search

Lesson 1.5: Search Folders

Lesson 1.6: Finding Items in Outlook

Section Two: A Word Primer
Lesson 2.1: Selecting Text

Lesson 2.2: Moving Text

Lesson 2.3: Adding Fonts to Text
Lesson 2.4: Advanced Text Effects

Section Three: Doing More in a Message
Lesson 3.1: Formatting Paragraphs
Lesson 3.2: Polishing Your Message
Lesson 3.3: Adding Word Elements
Lesson 3.4: Adding Outlook Elements

Section Four: Using E-Mail Features
Lesson 4.1: Mail Formats

Lesson 4.2: Signatures and Stationery
Lesson 4.3: Changing Message Options
Lesson 4.4: Advanced Message Options

Section Five: Understanding E-Mail Accounts
Lesson 5.1: E-Mail Accounts Overview
Lesson 5.2: Microsoft Exchange Server
Lesson 5.3: POP3

Lesson 5.4: IMAP

Lesson 5.5: HTTP
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Outlook 2007 Advanced

Section One: Advanced Information Management
Lesson 1.1: Advanced Calendar Options

Lesson 1.2: Advanced Task Options

Lesson 1.3: Advanced Contact Options

Lesson 1.4: Advanced Mail Options

Section Two: Advanced Topics
Lesson 2.1: Using Categories

Lesson 2.2: Linking ltems

Lesson 2.3: Custom Forms

Lesson 2.4: Publishing Your Calendar

Section Three: Configuring BCM
Lesson 3.1: Getting Started
Lesson 3.2: Using BCM

Lesson 3.3: Working with BCM
Lesson 3.4: Getting Help

Section Four: Using BCM

Lesson 4.1: Accounts

Lesson 4.2: Business Contacts

Lesson 4.3: Opportunities

Lesson 4.4: Business Projects and Tasks

Lesson 4.5: Communication History and Linking
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