
Outlook 365 Level 1 : Outlook 365 Level 1 
Use Outlook to send, receive, and manage email messages, manage your contact information, schedule 
appointments and meetings, create tasks and notes for yourself, and customize the Outlook interface to suit 
your working style. 
Course Outcomes 
Upon successful completion of this course, you will be able to: 

Navigate Outlook to read and respond to email. 
Use the Address Book and format and spell check new messages. 
Attach files to and insert illustrations in messages. 
Customize read and response options. 
Use flags, categories, and folders to organize messages. 
Create and work with contacts. 
Create appointments and schedule meetings in the calendar. 
Create and work with tasks and other apps. 
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