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Tutor Setup Information

e Priorto running this course, please make sure that the Outlook Inbox on each
computer to be used in the class is empty.

e Issue each person using a computer in the class with their own email address to
be used within the classroom.

e Issue each person taking the course with a short list of all the other email
addresses that are used by all the other computers within the classroom.

e At the end of the course, remove all files modified or created during the course,
prior to re-running the course.

e At the end of the course, reset all program and operating system defaults that
may have been modified during the course, prior to re-running the course.
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Outlook 2010 Setup & Configuration

Initial configuration
e When you start Outlook for the first time you may see the following screen.

|

Microsoft Outlook 2010 Startup

Welcome to the Mioosoft Outiook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Outiook 2010,

e Click on the Next button to continue and you will see the following screen.

eeount Conhauretion| ﬁ
E-mail Accounts

You can configure Outiook to connect to Intemet E-mail, Microsoft Exchange, or
other E-mai server. Would you like to configure an E-mail account?

o

SAMPLE

[ <Back |[ next> | [ cancel

e As Outlook can connect to many different types of E-mail system, you will need to
ask your tutor for instructions for proceeding beyond this point.
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A first look at Outlook 2010

Starting Outlook 2010

e Click on the Start button and then click on All Programs.

.d_’] Notepad C
/ Control Panel

O CyberLink DVD Suite Devices and Printers

Default Programs

t All Programs Help and Support

| Search programs and files

e Click on Microsoft Office folder.

jlilcmres
]i. Microsoft Office 1
. Mozilla Firefox

Games

. Mozilla Thunderbird Recent ftems
. Online Services
. Paint Shop Pro 5 Computer

) Skype Control Panel

. SoftStylus
J Startup Devices and Printers

. Windows Live

!
i
!
!
1. Recovery Manager
!
!
i
!
!

| WinRAR Default Programs

1 Back Help and Support

| | Search programs and files
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¢ You will then see the Outlook program window displayed.
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The Microsoft Outlook 2010 Screen

e The Outlook screen has a number of buttons displayed towards the bottom-left of
the window. Clicking on these will display screens relevant to Mail, Calendar,

Contacts or Tasks.
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¢ In this course we will be concentrating on the use of Outlook to send and receive
messages.

Help in Outlook 2010

¢ When using Outlook you can always press the F1 key for help. The F1 keyis a
function key displayed towards the top-left of your keyboard. This will display the
Outlook Help window, as illustrated.

f

¥ Outlock Help = B OER
CAONHE BAE B
» B Search - .
[y o o
ma.Office
products support images ternplates

Getting started with Outlook 2010

| ® Getting started with Cutlook 2010

L‘e * Product team blog

* lUse Automatic Replies when out of the
office

m

* Find a message with Instant Search

Browse Qutlook 2010 support

® Attachments * E-mail messages

® Calendar * Microsoft Exchange

= Contacts accounts | M
* E-mail accounts and * Personalizing

" Views

e Click on the Getting started with Outlook 2010 link and you will see the
following.
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P

€ Outlook Help = B =
CLROM GMP B
+~ O Search - .

Owtlook Home > Owtlook 2010 Help and How-To > Getting started with Cuthook

Getting started with Outlook 2010

| »

Ifyou know CQutlook 2007, used an earlierversion
of Qutlook, or have never used Cutlook before,
explore these resources to begin learning how to
use the latest version.

-

WHAT'S YOUR SITUATION? WHERE TO GO
Familiar with Qutlook 20077 What's new in
Find out what iz new for Outlook 2010 fromthe | Outlook 2010
last wversion.

Used an earlier version of Qutlook?  Make the switch

Take an onling course to learn how to use this  to Outlook 2010
wversion of Outlook and what it can do for you.

Missing the menus? Interactive menu
Uze an animated guide that lets you point to to ribbon guides -
All Outlook | | @ Connected to Office.com

e Click on the What’s new in Outlook 2010 item and you will see the following.

SAMPLE
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¥ Outlock Help = B OER
O XERMN GNP Q E
» B Search -
Owithook Home > Owtlook 2010 Help and How-To > Getting started with Outhook s
What's new in Microsoft OQutlook 2010 E

Microsoft Qutlook 2010 includes new features and capabilities to
help you stay connected with people and better manage your time
and information.

Expanded ribbon

First introduced in Microsoft Office Qutlook 2007, the ribbaon is part
ofthe Microsoft Office Fluent user interface. It is designed to help
you quickly find the commands that you need to complete a task.
Commands are organized in logical groups that are collected
together under tabs. In Qutlook 2010, the ribban has replaced the
former menus in the main Outlook window. In addition, the ribbon
can be customized to include custom tabs that you can personalize
to better match your work: style.

@|%i‘§l: Inbax - b

W Send / Receive Folder View Add
GiEE] 8 lunk - x @ ;
A 58 aaa k

All Cutlook | | o Connected to Office.com

e You can use the vertical scroll bars to display more information further down this
window.

n‘the bu\nonMepd L E

e Your screenshould look like this again.
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P

©) Outlook Help = B =
@GN GMe E
» B Search - .
- -
caoffice 1
products support images ternplates

Getting started with Outlook 2010

® Getting started with Cutlook 2010
L‘ * Product team blog
* lUse Automatic Replies when out of the
office

* Find a message with Instant Search

Browse Qutlook 2010 support

» Attachments ® E-mail messages

® Calendar = Microsoft Exchange

* Contacts accounts | o

* E-mail accounts and " Personalizing

profiles = Views
see all
i

All Outlook | | @ Connected to Office.com

e Click on the Show Table of Contents icon (displayed within the Help toolbar).

e left side of the Help window.
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9Use instant messaging services with Outiook
0Using Outlook 2010 with or without Word 20:
awhafs new in Microsoft Qutlook 2010
g\ﬁdeo: See translations in Outlook with the Mi
aPrint attachments received in e-mail message
@Aooessibility

@Acﬁvaﬁng Outlook

@Add-ins

@Customizing

@Digiial IDs and signatures

@File management

@Getﬁng started with Outlook
@Getﬁng help

@Insblling

©Sa\ring and printing

@Secl..n'ity-I and privacy

@Spelling, grammar, and thesaurus
@Worldng in a different language

L) P — a

€ Outlook Help o BEOE2
cL@OM GAD A B
* J Search - .
Table of Contents x = =
gndd alternative text to a shape, picture, cha » EEOfﬁ ce
aDiscontinued features and modified functionz
aLearn more about SmartArt graphics products support images templates

Getting started with Outlook 2010

| = Getting started with Outlook 2010

‘e * Product team blog

* Use Automatic Replies when out of the
office

* Find a message with Instant Search
Browse Outlook 2010 support

= Attachments
= Calendar

= E-mail messages

= Microsoft Exchange

= Contacts accounts

= E-mail accounts and = Personalizing

profiles = Views

see all

m

All Outlook |

| @ Connected to Office.com

¢ Within the table of contents click (left part of the window) on E-Mail messages
(you may need to scroll down the table of contents to find this item). You will see
this item expands to display subjects relating to E-mail.

({JjE-mail messages

eﬁ.dd a return e-mail {mailto:) link in an e
gadd alternative text to a shape, picture,
eﬁ.dd links containing spaces to an e-mail n

echange the default font for e-mail messa
echange the level of importance or sensiti
echange what happens when you receive
echeck gpelling and grammar, perfarm res
eConnect and send receive e-mail messag
GCreate an e-mail message

eCreate and add an e-mail message signal -

T — |

€ Outlook Help = B 2
cL@OM GAD B
* 5 Search - .
Table of Contents X Cin =
@Ouﬂook Data Files {.pst and .ost) - EDOfﬁ ce
@E—mail accounts and profiles
products support images templates

Getting started with Outlook 2010

= Attachments = E-mail messages

® Calendar ® Microsoft Exchange

= Contacts accounts

= E-mail accounts and " Personalizing
profiles = Views

see all

m

All Outlook |

| o Connected to Office.com

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Outlook 2010 Basics

Page 17

Click on an item, such as Create an e-mail message. You will see the following.

o

endd a return e-mail (madto:) link in an en
(@) 2dd altermatve text to 2 shape, pichre,
a.ﬁdd links containing spaces to an e-mad n
{©) ~dd or remove a reminder for an e-main
eAdd tracing to e-mail messages T
@ ~rely stationery or backgrounds to e-ma |
eAulgnamhahewvwmeMm
e.ﬂ.ummatzcurmwn or repetitive tasks wit
OAutmnah'mly reply to e-mail messages
oﬁenoﬁﬁednhenemalmqesxedd
emmmrmmmm
echange the default font for e-mail messa
acnange the level of importance or sensiti
echangt'nhat happens when you receive
el:hed(meiu and grammar, perform res
Connect and send recsive a-mall messag

1. On the Home tab, in the New group, click
New E-Mail.

+ Show All

Keyboard shortcut To create an e-mail message from any
folder in Outiook, press CTRL+SHIFT+M.

2. Inthe Subject box, type the subject of the message.

w

. Enter the recipients’ e-mail addresses or names in the
To, Cc. or Boo box. Separate mulfiple recipients with a
semicolon.

To seledt reciplents’ names from a list in the Address
Book, dick To, Cc, or Bee and then ciick the names you
want

+ | don1 see theBee box. How da | turn it on?

4. After you have composed the message, click Send

) Outlook Help e EBEH =B
DA aAWe B
~ P Search ~

Table of Contents X | Ourookioma » Outiook 2010 Help ang Fow-Ta » E-mal meziagn -
Outiook: Files (.pstand .. = .

4 isiihieian Create an e-mail message

&E-maﬂ accounts and profiles

\yE-mail messages

() Create an e-mail message |

eCreatea'dadd an e-mad message signal ~
| Tl v =
All Outiook | | @ Connected to Office.com

Click on the Customize your e-mail message. You will see detailed instructions
about how to customise a message.

@) Outlook Help

@ X4 MWD e

~ 2 Search -

Table of Contents x

aAssign a color category to an e-mail mess i
eAummahe common or repetitive tasks wit
enummaﬁmlly reply to e-mail messages

eBe notified when e-mail messages are del
echange send and receive settings when
e Change the default font for e-mail messa

eErnpty the Junk E-mail Folder

eI can't find the Send button

eIgnore all e-mail messages in a conversat
eIndude a reminder in an e-mail message

) Indude an Electronic Business Card in yoi ™

Outook Home > Outhook 2010 Help and How-To > E-mail messages

Customize your e-mail message

Creating an e-mail message in Microsoft Outlook 2010 offers you
the most options and configurations of any Qutlook feature. Mo
matter what type of message you are composing, whether
iness or personal 0 add your
e style.

k2010 use

& Setthe delivery options
% Change the appearance of your message
% Addtracking to your message

Set the delivery options

[m] »

4

3 -

All Outlook |

| o Connected to Office.com
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e Have a quick read. Don't worry about the details. The pointto remember is that
if you need help, press F1, and from the table of contents get exactly the answers
you need.

Searching for Help

e You can search for help information using the search facility within the Help
window. For instance to search for help about Keyboard Shortcuts within
Outlook 2010, type in the following.

€ Outlock Help
RN BN R
keyboard shortcuts -~ 5 Search -

e Press the Enter key and you will see the following displayed.

& Outlook Help o B R
OLEON BAE e B
keyboard shertcuts + K Search - .
Outlook Home s

Search results for keyboard shortcuts
<] Back MNext [»

Keyboard shortcuts in Business Contact Manager
ARTICLE | A keyboard shortcut is any combination of keyst...

m

Keyboard shortcuts for Clip Organizer
ARTICLE | Toolbar shortcuts To do this Press Display the C...

Keyboard shortcuts for Micresoft Outleok 2010
ARTICLE | Navigate and use the commands within Outlook...

About accessibility features in Business Contact Manager
ARTICLE | Business Contact Manager for Qutlook includes...

Accessibility Features in Microseft Office 2010
ARTICLE | Microsoft Office 2010 continues the dedication ...

Switch between different languages by setting the proofing lan...

ARTICLE | If you create documents in several Latin-based la...

Keyboard shortcuts for Microsoft Qutlook 2010
ARTICLE | Mavigate and use the commands within Outlook...

e You will then see a window, similar to that shown below.
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@) Outlook Help = B =R
O-RUR BAS e d

keyboard shortcuts + 2 Search -

Outiook Home = Outiook 2010 Help and How-To > Accessibility

| »

Keyboard shortcuts for Microsoft Outlook
2010

Some of the content in this topic may not be + Show All
applicable to some languages.

To print this topic, press the TAB key to select Show All at the top of
the topic, press ENTER, and then press CTRL+P.

Common procedures

+ Basic navigation

+ Search

+ Flags

+ Color Categories

+ Create an item or file
+ Procedures in all items

+ E-mail S
All Outiook | | @ Connected to Office.com

¢ Click on an item, such as Basic navigation. You will then see keyboard
shortcuts, relating to basic navigation within Outlook displayed, as illustrated

below.

@) Outlook Help = B =
L REM ML R B
keyboard shortcuts + O Search - .
Outiook Home > Qutlook 2010 Help and How- To > Accessibility -

Keyboard shortcuts for Microsoft Outlook
2010

Some of the contentin this topic may not be + Show All
applicable to some langua

TO DO THIS PRESS

Switch to Mail. CTRL+1

Switch to Calendar. CTRL+2

Switch to Contacts. CTRL+3

Switch to Tasks. CTRL+4

Switch to Notes. CTRL+S

Switch to Folder List in Havigation CTRL+6 i
Nona

All Outlook | o Connected to Office.com
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Printing help sheets

¢ Once you have found the help you need within the Outlook help, you can click on
the Print icon within the Help window toolbar. This will print out the help for you
and you can keep itin a folder for future reference. Trythis now.

pr—

)| & e

—

Microsoft Outlook Navigation Pane

¢ The navigation pane is nomally displayed down the far left of the Outlook
window.

4 Favorites <
E Inbox - Qutlook Data File
@ 5ent Items
'@ Deleted Items
E Inbox - rob.cheltenham@ gmail.:

4 Qutlook Data File

E Inbox
@ Drafts

[ sent Items
'@ Deleted Items

[ Mews Feed

@ Cutbox

[F5) RSS Feeds
Ed Search Folders

4 rob,cheltenham@gmail.com

E Inbox

'@ Deleted Items

[ [ [Google Mail]

L@ Junk E-mail

Personal

7] Tasks
| 2 [ -

The navigation pane is used to access the various folders and tabs that together
make up the Outlook program.
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Microsoft Outlook Ribbon
e The Outlook ribbon is displayed at the top of the Outlook window.

E Home Send / Receive Folder View @ 0
3 = . T 3 - Find a Contact *
jj |E W lanare x [F=4l B = P Mesting -3 Movete:? 2 Mave 3 Unread/Read 0 0 -OME
; |5k Clean Up » M = 4 To Manager = [ Rules - [l Address Book
Mew  MNew Delete = Reply Reply Forward B - - Fallow Up = %
E-mail Rems= | B Junk~ All *3 More 34 Team E-mail = | $il onetiote ¥ Follow Up W Fifter E-mail =

New Delete Respand Quick Steps [ ttove Tags Find

e The ribbon has several tabs displayed across the top: File, Home, Send/Receive,
Folder & View in the above example. Other tabs may be available when you are
performing certain tasks.

e Each tabis divided into many groups of related buttons.

e Theicons/buttons displayed in each group can be clicked upon to perform certain
functions.

Closing Outlook

e Close Outlook by clicking on the Close icon in the top-right of the Microsoft
Outlook window.

- = KB
o @

SAMPLE
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Terminology & Concepts

What is email?

The word email (also spelt as e-mail) stands for ‘electronic mail’ and describes
the sending of messages over networks. These messages can be just plain text
or may contain file attachments such as picture files. Once an emalil is sent they
are stored in electronic mailboxes until the person that you sent the e-mail to,
requests to look at new email sent to them.

The structure of an email address

Take a typical email address:
dave-cheltenham@gmail.com

The first part of the address “dave-cheltenham?”, is the user name and indicates
the person to whom the email is addressed.

The “@” symbol marks the end of the user name.

The “@” symbol is followed by one or more sub-domains, separated by periods.
In the example above the “gmail” is the sub-domain. Sub-domains are
registered by organizations or individuals to give themselves an intemet identity.

At the very end of the email address is the TLD or Top Level Domain. In the
example the TLD is “.com”, indicating an international company. There are other
TLDs such as “.net”, “.org”, “.biz" and “.info” designed to help you identify different
types of organization.

The advantages of using email

Fast: One of the,great things about email is thatyeu,can send messages.and
filesite anyone inthe word, almost instantly.

Mass communication: You can write one emailand'tell the computer to sendit
to lots of differentaddresses. (This Is unlike a physically posted item. Spammers
can send/out ‘junk email to millions of people in one go and this accounts for the
‘spam’ email that mostipeople get oncetheystart using email.“This feature
however can also be used legitimately, to mail all the employees within a
company or to send out a newsletter to maybe thousands of people who have
requested that they receive the newsletter.

Low cost: The cost of sending information by email is a fraction of that involved
when using the traditional mail system, especially when emailing to a different
country.
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Worldwide portability: Once you have an email account set up, you should be
able to access your email from anywhere that has an Internet connection. Even
many holiday hotels now have an email connection for customers!

Time Zone friendly: If you live in Europe and phone someone in the western
United States at 9 am locally, you would either get no answer (because the office
in the US would be empty), or you could be waking them up in the middle of the
night. The great thing about sending an email is that you can send it anytime you
want and the recipient will read the mail when they want.

Web-based Email: Many email providers now offer a web-based interface for
accessing your email. This enables you to access your message from any web
enabled PC or device without the need to install software.

Recommendations for email content and use
e There are some simple rules when sending emails:

USE SHORT, ACCURATE SUBJECT DESCRIPTIONS: In a busy office
situation, a person may receive many emails a day. Prior to opening the email the
only indication that an email might be relevant to that person is the email subject
header. Keep emails simple, short and to the point!

Awvoid using all upper case letters in amessage: The use of letters in UPPER
CASE is considered as shouting within an email. Use of all upper case (or all
lower case) can also make the message difficult to read.

BE BRIEF. People tend to 'skim read' email messages. If they are too long the
chances are that the recipient will miss important information buried within the
message.

USETHE SPELL CHECKER: Never send an email without spell checking the
contents first. This can give a really poor impression about your organization.

RESPECT PRIVACY AND CONHDENTIALL Y: Never quote part of one person’s
emailwithin another email without pemission. In‘many.cases there is a message
attached to the bottom oflemails, waming that the email is confidential!

DON'T ' FLAME #lf some idiot emalils you over something which is inapproprnate,
do notrespond and get into a series of increasingly hostile email exchanges. This
isycalled flaming. Never reply to'unsolicited email (spam), unlessiyouwwantito
receive even more rubbish in your email inbox!

SMS (Short Message Service)

e Commonly known as ‘texting’. SMS allows you to send and receive text
messages between mobile (cell) phones.
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Voice over Internet Protocol (VolP)

Voice over Internet Protocol, (VoIP pronounced voyp), is a technology that allows
you to talk with other people via the Internet. You can talk for free to other people
using VoIP on their computers. You can even make calls to real telephones at a
much cheaper rate than nomal. This system is ideal when you need to make a
lot of long distance or intemational calls. You can use VoIP by justinstalling a
microphone and headset, or you can purchase a special VolP compatible phone,
which will normally plug into one of the USB sockets on your computer. Awell-
known VoIP product supplier is Skype, who produce a range of excellent phones.

SHVYDE ]

Allows you to make inexpensive long-distance and international calls compared
to traditional phone systems.

You can search for contacts, wordwide.
You can combine speech with video when you use a Webcam.

Portable, people can contact you on the move as long as you have an Internet
connection. This is especially useful when travelling internationally, as
international calls using mobile (cell) phones are very expensive.

WARNING: A VoIP phone is not suitable for making emergency calls. If your
computer or intemet connection is unavailable you may not be able to use the
VoIP phone.

Also the voice quality may be worse compared to using a traditional phone.

Instant messaging

Instantmessaging (IM) provides a mechanism for real-time communication
between two or more people sending text messages via their computers. This is
different from sending an email which once sentmaybe read sometime later by
the person you sent the email to.

Sometypes ofinstant messaging software lets you speak rather than having to
type your messages. \You can\use your weh cam so that you can see the person
you'are talking to.

Benefits of Instant Messaging:

Real-time communication:

Unlike leaving an email, IM allows you to communicate in real time and have a
two way conversation.

Knowing whether contacts are online:
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Unlike when sending a email, you can see if the person you want to send the
message to is online or not.

Low cost:

Compared to tradition phone calls, IM is very cost effective, especially when
combined with the flexibility of use and additional features compared to a
traditional phone call.

Ability to transfer files:
As well as sending text message you can attach files including pictures, sound,
video and other files.

Online (virtual) communities

Itis important to understanding the concept of online (virtual) communities.
These can take many forms including:

- Social networking websites

- Internet forums

- Chatrooms

- Online computer games

Social networking websites

These sites allow you to link up with other people, to share news, experience and
gossip. Some such as ‘Friends Reunited’ are specifically designed to let you find
friends that you have lost contact with.

MySpace
# myspace. .

¥YUIE W

FOR THE BEST
MUSIC VIDEDO
waitch 20 of the best
music videos ever
made and vote for
your favourite.

GOLDEN 616 ;
LI L ‘

Find or browse members:

PRO GREEN'S
1 AlINCH PARTY
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e Facebook

facebook

I T

Facebook helps you connect and share with Sign Up

the people in your life. It's free and anyone can join
n First Hame:
Q Y ‘_{L e Last Name:
R— ‘El. . Your Emal
él_ ‘g -ﬁc—}) . INew Password:

8 Tami Select Gender: [
zg “ J?:; - Brthday: Day: [»| Month:  [+| vear:[s]

Wiy S T nessd 10 pravide tha

Create a Page for a celebrity, band or business.

Englsh (LX) Cymwaeg Englsh (US) Espefiol Portugués (Brasf] Frangass (France) Deutsch Tidisno auan T ®

Facebook <2 2010 English (L) About Advertising Developers Careers Terms « Find friends Privacy Mobile Helo Centre biog Widgets

e FHiends Reunited

H.)heunited

Welcome to Friends Reunited

Bulld your own

family tree «

Sign in below

|Eme| your email address |

|l'||h-| your passward |

Fargotten password or changed email address?

(F[L6 801 Sign in

v Keep me signed in

New to Friends Reunited?

Share

Reunite Friendship

Find old friends and never lose
touch with your past. Search
millions of people at schools |
universities, clubs, armed forces
and streets.

Keep friends and family up-to-
date with your profile, share
photaos, share videos and
celebrate big events with your
timeline.

Find and chat with peopla who
shara your hobbies and interests,
Mest new people, share advice
and discover something mew.

Join in now, it's free, easy and you'll be
back in touch in no time!

Terms and Cox

ssion boe

discussions. You can postyour views or comments for all in the forum to see
and reactto. Trysearching the Web for information on message boards and you
will find that there is a discussion for you, whatever your interest!

Chat rooms

e The term ‘chat room’ has had a lot of media attention over the last few years.
The term has ewolved to include any web based mechanism to share your news
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with other on the web. The communication is in real time, i.e. you can talk to
other individuals, rather than leaving messages. Try searching the Web formore
information and examples.

Online computer games

¢ Online games are games that are access and played via the Internet. In many
cases you can play against other people. Try searching the web use the phrase
‘online computer games’ and you will find lots of sites you can access.

SAMPLE
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Security Issues

Spam

e Spam is the bulk sending of unsolicited and often fraudulent email messages,
nomally trying to sell a commercial product or service. There are companies
which will sell lists of email addresses by the million. If you are a regular Internet
user, then the chances are that the providers of these lists will pick up your email
address (using a variety of sneaky techniques). As more and more companies
buyin these lists and use them in their marketing campaigns, you will receive
more and more spam emails, offering you an increasingly bizarre range of
products and services! In many countries the sending of spam is now against the
law!

e Increasingly unscrupulous marketing companies are using popup windows within
your Web browser to display unwanted messages. There are now many anti-
popup programs available to help block this newer type of spam.

Viruses

e Be verycareful about opening files which are attached to email messages as
they may contain viruses. You should know that Microsoft Word documents can
contain special types of virus, called macro viruses. Even pictures can contain
virus like code.

Phishing

e Phishing refers to efforts to trick you into revealing your personal or financial
information. This is often done by sending out millions of emails at random
claiming to be from your bank or similar organizations and then requesting that
you update your details, using a link provided within the email. When you click
on this link you are taken to a web site that looks just like the real thing butis in
facta copy of abanks website. Whenmwyou typerinyour details, you havejust
given the infarmation to criminals who will use that infamation in identity theft
related crime.

e Be careful of emails claiming t0 be from financial institutions or popular web sites
instructing you to clickon a linkiand login. Often the link points,te.a.clone ofthe
[egitimate web site which is under the control of criminals. Should you click on
the link & log into the fake site you will have inadvertently given your password
details away. Never click on a link in an email, to be safe open your web browser
and type in the address for the web site, this way you can be sure that you are
viewing the legitimate site.

Modern web browsers such as Internet Explorer 7+ or Mozilla Firefox 2+ have
anti-phishing features that will display a warning if you visit a web site that has
been identified as fraudulent.
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Digital signatures

o Adigital signature is a code which is attached to an email to uniquely identify the
sender. Like a traditional hand written signature the purpose of the digital
signature is to guarantee that the sender of the message is who he orshe claims

to be. Digital signatures employ sophisticated encryption techniques to ensure
that they cannot be counterfeited.

SAMPLE
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Sending Messages

Creating and sending your first email

e Startthe Outlook application.
¢ Click on the Mail button, located near to bottom of the navigation pane.

L@ -

Filter applied |

e Click on the Home tab.
e Click on the New E-mail button in the New group on the ribbon.

O] 59 |+

ml Home Send / Receive
= e " @Ignore

B X

@( Clean Up ~
Mew | New Delete

E-mail Jitems+ | & Junk -
Mew Delete

You will see the Message window displayed, as illustrated.

ETH = I I A Uintitled - Message (HTML) = = o=
m Wessage Insert Options Format Text Renew o 9
% i T i b i ¥ Follow Up *
& A A = = lﬂﬂ @' g u" ,7’
3 = =l 1 High Importance
Paste ) B I U WA = = == i= &= Address Check | Aftach Attach Signature
» < Fosmat Paing it Hook Mames | File leme v 4§ Low Impartance
Enzic Tent Names Inchude Togs » Ioom

12]
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e Firstyou need to enter the email address of the person you are sending the email
to, in the To section of the window. Your tutor should have given you a list of
email addresses of the other people taking this course. Enter the email address

of one of these people.
To.. | |l

e Next you need to click within the Subject boxand type in a title for your email.
Type in any title you want such as Message from <your name>.

Subject:

e We are now ready to type out the body text for your email. Click within the white
area of the window and you will see the insertion pointindicating that you can
type your message. In this case type in any message you want. Keep itshortas
this is just a test email to see if you can send messages. Use amessage such
as ‘Hello, this is a quick email from <your name> to see if my email system
is working’

To,.. seb. cheltenham @gmail. com
L
E Cc..

Subject: Test email from Rob

Hello, this is a quick email from <your name> to see if my email system is working

Click on the Send button.

—

Faste
= F Format Painter

Clipboard

| To S |seb.chelt

-

Send E—E 1 |-

| Subyect: I_T_estema;

Thatwasit. You havejust'sentyour first email. As you can‘'see using Outlook'is
really simple, in fact easier than writing a traditional letter and a lot faster to

deliver.

Checking that your email was sent

e Click on the Sent Items or Sent Mail folder icon in the navigation pane and you
will see that the email has been sent as expected.
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(@] __41 & Sent Mail - rob.cheltenham@gmai

ile Home Send / Receive Folder View
: ",ﬂ' ) Ignore x ) ¥ 'Eh.ﬂeeting 3 Move to:
V[ ¢ =

[Ek Qeanup ~ i To Mana

MNew  MNew Delete Reply Reply Forward A -
E-mail Ttems~ | & Junk~ All 3 More 2 Team E-n
Mew Delete Respond Quick 5
4 Favorites <
X Search Sent Mail (Ctrl=E) D
=] Inbox
L;:I Sent Items Arrange By: Date Mewest on top =
3] Deleted Items
) 4 Today
L] Inbox
_____________________________________________________ | 4 seb.cheltenham@gmail.com 14:28
A Test email from Rob
[ Mews Feed
(= Outbox

4 Wednesday
LS RS5 Feeds

L4 search Folders .~ Robert Newman Wed 15:48

Microsoft Outlook Test Message

4 rob.cheltenham@gmail.com »
[ Inbox

@ Deleted Items

4 | [Google Mail]
[ ANl Mail [1)
LA Bin (2)
| Drafts
L= sent Mail
L Spam
[ Starred

gl Junk E-mail

Depending upon your email system, you may have more than one Sent ltems or
Sent Mail folders.

TIP: If you do not see an item listed here, wait a short while and see if it appears.
If you do not see it, try clicking on the Outbox icon and see if the item is waiting

to be sent. It should disappear from the Outbox and then appear in the Sent
Emails box. If you are still having problems, seek help from your tutor now.

Sefiding emailsto morgithan ongipersomatiatime ]y r—

e Itis veryeasyto'send your email to lots of people at the same time. Click on the
New E-mail'lbutton again. Click on‘the To boxand type in the first email address
from the list yourtutor has supplied. Then type in'a comma and type in the next
email on the list (with\no spaces)/ Carry on typing in the entire list of email
addresses, remembernng to place a comma before each emailaddress thatyou
type in.

¢ Inthe Subject field, type in a subject for your email (anything will do).

e Inthe bodytextarea type in a shortmessage.

e Click on the Send button and the same message will be sent to everyone on your
list.
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Receiving emails

e The restofthe class has now sentyou an email. Each email will have a different
subject and differentmessage content. If you can’t see any new messages,

press the F9 keyto force Outlook to retrieve new emails.

Tasks | Errors

Mame

< ' Outlook Send/Receive Progress =] @ ==
1 of 2 Tasks have completed successfully
e —————————————— << Details
Don't show this dialog box during Send/Receive
Progress Remaining

" rob.cheltenham@gmail. com - Sending Completed

¥ Synchronizing subscribed folders forr.,, 0 ]
rob.cheltenham@gmail.com - Sending m|

4a

To see what messages you have received, click on the Inbox folder icon.
Depending on your email system you may have more than one Inbox folder.

¥
O] F9 I+
Home Send / Receive

5@ e X

@( Clean Up ~
MNew Mew Delete
E-mail Items ~ %JU”“-'
Mew Delete
4 Favorites <

Inbox - Cutlook Data File
Sent ltems

@ Deleted Items

Inbox - re eltenham@

ob.c nham@gmail,

@ Inbox

@ Deleted Items

PLE

The emails that you have received will be listed in the message list to the right of

the navigation pane.
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Search Inbox (Ctrl=E} P

Arrange By: Date [Cnnversatinns]|Newest ontop (=

4 Today

<] Future Projects
David Murray 14:52

-] Meeting (PowerPoint)
David Murray 14:49

Sending a copy of a message to another address

e To send a copyof a message to another email address, type the address into the
Cc (Carbon Copy) field.

To... | seh, cheltenham @amail. com

L. |inﬁ:@xamgle.mm

What is a blind carbon copy?

e Ablind carbon copyis a copy of the message which is sentto someone in
secret, other recipients of the message will not know that the person has received
a copy of the message.

Sending a copy of a message to another address using blind
carbon copy

e Whilst composing your email in the Message window, display the Bcc field by
clicking on the Options tab selecting the Bcc button from the Show Helds group
on the ribbon.

Show Fields Permis:

e Type the address of the person you wish to receive the blind carbon copyinto the
Bcc text box.
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To.. | sales @cctalobal. com

ce. ||
Send

Bce... |inFoExam|:_vIe.mm

Subject: |

¢ Inthe example above the message is addressed to sales@cctglobal.com, in
addition a copy of the message will also be sentto info@example.com without
the knowledge of the other recipients.

Setting the message subject
e Enter a short overview of the message into the Subject field box.

Subject: | Renew Contract?]

The message subjectshould be short butinformative. The recipient of the email
should be able to get a good idea of the content of the message from just looking
at the subject line, this makes managing large volumes of emails much less time
consuming.

Spell checking your message

¢ Click on the Review tab followed by the Spelling & Grammar button, or press
the F7 key.

|_§~D| H g e v |- Renew Contract? - W

Message Insert Options Format Text Review

B 2 % %

Spelling & Research Thesaurus Word | Translate Language

Grammar

displayed

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Outlook 2010 Basics Page 36

' Spelling and Grammar: English (U.K.)

Mot in Dictionary

Tih5| is a tset message. * [ Ignore Once ]
D [ Ignore All ]
i [ Add to Dictionary ]

Suggestions:

tis . |N [ Change ]

Tins

Tics [ Change All ]

Tips

Ties i [ AutoCarrect ]

Check grammar

[ Cptions... ] | ndo | [ Cancel ]

The incorrectly spelt word is displayed in red, Outlook suggests correctly spelt
words from its dictionary.

e Selectthe correct spelling from the list of suggested words and click on the
Change button to correct the word.

e When Outlook reaches the end of your message the following dialog boxis
displayed.

e Click on the OK button to close the dialog box and finish the spell checking
session.

M H9 O+ o5 - Message (HTML)

ml Message Insert Options Format Text Review
Cut [P —
% & Cu Calibri (Boch » 11 = A° o7 (S 1= & 335 @J g 1 Qf

53 Copy
Paste ) B 7 U 37 A~ .E = +E £F  Address Check ||Attach | Attach Signature
- - Format Painter - — % T Book Mames File |Item~ -
Clipboard P Basic Text ra MNames Include
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e Outlook will displaythe Insert Fle dialog box, locate and select the file you wish
to attach to your message.

2l Inzert File @
l\.../”\._.fl |3 v Libraries » Documents » - |+¢| | Search Documents 2 l
Organize = Mew folder == ~ [l IZE}II

0| Microsoft Outlook Docu ments_ library Amangeby: Folder =
Includes: 2 locations
X Favorites Mame Date medified Type
Pl Desktop
| Downloads J Excel 2010 Basics 12/04/2010 16:33 File folder
5| Recent Places = , Outlook Files 16/04/2010 14:15 File folder
' (] Test 16/04/201015:56  Microsoft W
3 Libraries
3 Docurments
,—.. Music
k= Pictures
B videos
#& Homegroup
- [Py T 3
File name: Test - |AI| Files v|
Tools = [ Insert |vl | Cancel |

e Click onthe Insert button. The Insert Fle dialog boxwill close, the attached file
will be shown below the Subject field.

Subject: Renew Contract?

Aftached: | Mot doc (12 KB

e When you are attaching files .to emails be aware of thefile size. In general,
messages travelling across the internet with files greater than 5 megabytes in
size attached are'likely to be returned undelivered. Certain files types suchyas
Windows executable (.EXE) files may also be rejected as they are common
carriers of viruses ormalware.

Deleting an attached file from an outgoing message

e Attached files are displayed below the Subject field. To delete an attached file,
right click on the file you wish to delete to display a popup menu.
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Subject: Renew Contract?

Aftached: | ] fact dooc (12 ¥R
Open
Print

Sgwe Ae

Remove

Cut

Copy
Paste

Select All

e Selectthe Remove command. The file is no longer attached to the message.

Issues when sending file attachments

e There are a number of issues to consider such as:

File size limits:
If you attach a file of a certain size, then the coding necessaryto attach the file to

the email will make the file size of the attached file larger than the original file
size.

Many email system will set limits on the size of email attachment that they will
accept. These limits differ from one system to another. Also remember that the
larger the attached file the longer your email will take to be delivered.

File type restrictions:

Many email systems will block attached files if the attachments is an executable
file. This is because many virus and other malicious software types are spread
through the emailing of attached executable files. Even if you can attach an
executable file,.do not be surprised if the emailis rejected hy.the email software
of theypersonyou are sending the file'to.

Doynot send to many attachments at the same time:

Sending a/lotefisimultaneous'attachments (Such as photographs), may exceed
file size attachmentlimits.

Netiquette:
Remember do notsend large file attachments to people who are not expecting
them.

Setting message importance (message priority)

e Click onthe Message tab. Use the icons in the Tags group to assign importance
to your message.
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EYIN™ I e Renew Contract? - Message (HTML)
m‘ Message ' Insert Options Format Text Review
] Cut P I " i 4 L ¥ Follow Up =
4 vl v AT AT IS S , ﬂ&ﬁ @l g I '. ./E
2 Copy - ¥ High Importance
Paste B J O sy A = = = | iF &= Address Check Attach Attach Signature
v Fi at Paintes - Book Names File ltem - - § LowImportance
Clipboard 11 Basic Text MNameas Inciudes Tags w| Zoom |

Setting message sensitivity

e To setthe sensitivity of your message, click on the Message tab and then click
on the Message Options dialog boxlauncher icon as shown.

¥ ¥ Follow Up =

¥ HighImportance )
Ire Zoom
J LowImportance

Tags M| | Zoom

e Adialog boxwill be displayed enabling you to setthe Importance & Sensitivity

options.
Settings
Settings 5‘5@ Importance: | Mormal -
= Marma
Sensitivity: Do not Aut
High Voting and Tracking optic Private
Do not Auto, - ™ . Confidential

e Close the dialog box by clicking on the Close button.

Saving adraft copy of an e-mail

iting[to be compl

top-left of the

Message Insert

CL L

¢ You maynow close the Message window by clicking on the Close icon.
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e The message will be saved into the Drafts mail folder. To resume editing the
message open the Drafts mail folder from the navigation pane and double-click
on the message.

SAMPLE
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Receiving, reading and replying to
messages

The Inbox folder

e The Inboxfolder is where you view & reply to email messages that you have
received.

Opening the Inbox folder

e To open the Inboxfolder, click on the word Inbox displayed in the navigation
pane to the left of the Outlook window.

O]9 I+

_ File Home send / Receive

;)'j I% [ 1gnore x
E}Clean Up -

Mew MNew Delete
E-mail Items - %-"—'”k'
Mew Delete
4 Favorites <
[ Inbax

(=} Sent Items
@ Deleted Items
L] Inbox (1)

4 CQutlook Data File

F‘j Inbox

L7 Drafts [1]
E Sent [tems

= Inbox i) |

fa] Deleted tems

Depending on your email system you may have more than one Inbox folder.
Open the Inbox folder which contains the email messages which you have

received.
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The Inbox screen

By default the Inbox screen is displayed as below. The navigation pane is on the

far left with any message contained within the Inboxlisted beside it. To the right
of the message listis the reading pane; the content of the message is displayed

o5 (= Inbex - rab.cheltenham@gmail.com - ft Outioalk = @ 5’
I Home Send / Recetre Folder Wiew o @
; - B - [ N A - Find a Comtact =
_')_'I Plu"] A lgnore x [ Meeting _‘_13 Move te: T 4 Move (5} Unreacy Read in mita
ol ;Ew i Clean Up = e n_f G ik Fu_erurd & s To Manager v| | [ Rubes - 4] Address Book
E-mail ftems = | fg Junk + s e < MO 53 Team E-mail = Hlonenote W FollowUs ™ | G o e i -
New Deiete Respond Qusick Steps Mowe Tag: Eind
4 Fayaites < i »
() tnbox firearch Inbym (et ) ~ | Future Projects ] Apnil 2010 b
£ sent Bems inrﬁno! Ey: Date [Conversations)| Mewest on top 2| | David Murray [davem@cetglobs Mo Tu'we “1' f; 5; 5:
@ Deleted fems S— Extia line Breaks in this message were $ 6 7 8 81011
LY boxit rebcnalerinbimsym T wadbishnd TR N 1113 14 15 16 17 18
-4 Future Prajects. * Fri16/04/2010 14:52 8]0 N 3 [ M B
o idioal Caka: ik Diarvidd Murray Fri 164 rob,cheltenham @ gmail.com P ]
. | Meeting iPowerPoint] feedback® cctglobal.com
(3} Inbox Dawid Murray Fri 1604 -
.‘;2 S (- Microsoft Outlock Test Message Hi, B
5y senthems Microsatt Dutlack Wed 1404
{ Sefches s Do you have any feedback
- News Feed from our customers on future
(5 Outbion projects? He upeaming sppaintments,
£} RSS Feeds i
LA Search Folders Regards i

# rab.chetenhamSgmail com

_é} I}zletr:llzu David Murray - Cheltenham X
mE

= Courseware Pty. Ltd, Aftsiioe By PGt DueDate] .~ =

- [Google Malil loondalup Business Centre = =

“gi Junk E-mail 15 Barron Parade, Joondalup, { Tyre 2 new task

3 Persanal WA 6027, Australia Thete are no ftems to show in this

- Recsiphs wew,

& Search Faiders Emailz

A Travel info@cheltenhamcourseware.

3 Werk com.au

Web:
= www.cheltenhamcourseware.
1 l_j Mail com.au
| Calendar
3 Within Australia  Outside
!:J Conlacts Australia
Phone 1300 852 204 Phone:
ﬂ Nicke +R1 R A300 1505 o
= ; iy
SETE 5 & s R - -

Fitter apphied | W Connected ||OV/ (3 100% () 0 1)

Selecting a message

To select a message, click on the message in the list.

-] Meeting (PowerPoint)
David Murray

t,_g Microsoft Qutlook Test Message

Microsoft Outlook

Fri 16,04

Wed 1404

PLE
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e Once a message is selected, the contents of that message will be displayed in
the reading pane.

o= Inbox - rob.cheltenham@gmail.com - Microsoft Outlook = @
mﬂz‘ Home | Send/Receive  Folder  View
1_-] I".;_'E'j.‘ W Ignore x N é 5, Meeting (A5 Moveto: 7 (% To Manager 23 Move ~ () Uncead/ Read Find a Contact +
. s 3\Clcnn Up = o 34 Team E-mail I Reply & Delete (2 Rules ~ L4} Address Book
New  New Delete | Rej Re Forward [ - : -
E-mall Rems~ f Junk - 7 n?lw e More +F Create New = | i onetiote W Follow Up ¥ Filter E-mail =
Mew Delete Respond Quick Steps - Move Tags Find
4 Favorites % | = =
3 Mok - Search Inbox (Chri=E # | Future Projects
ke 3 a :
(3 Sent ems Amange By: Date (Conversationsj| Newest on for =4 Dayid Murray [davem@cctglobal.com]
'Q Deleted ftems | Gt Ewtra line breaks in this message were removed
a Week
[ 1abox - b, dyeltetnamEgma - ent  Fri16/D4/2010 14:52
e | |4 Future Frojects T rob.chetenham@gmail.com
i .
4 Qutlook Data File ;‘M:“-:H Pt 1604 feedback@cctglobal.com
. [ Meeting [PowerPoi
‘_-__3 Inbox | David Murray Fri16/04 Hi =
i) Deatis 1] [ Microsoft Outlook Test Message '
a Sent Items Microsoft Outlook Wed 14,04 .
5] Deleted tems Do you have any feedback from our customers on future projects?
g Mews Feed Regards
U Outbox
() RSS Feeds ~
HSERien fiokees David Murray - Cheltenham Courseware Pty. Ltd.
4 rob.cheitenham@gmall.com ‘ Joondalup Business Centre
- 18 Aarran Darada lnandaliin WA RNIT Alietralia

Message Status icons
e Messages have icons associated with them to help you manage your emails.

[ﬂ Future Projects
David Murray Fri 16/04

-] Meeting (PowerPoint) \d
David Murray Fri 16/04

L_-j Microsoft Qutlook Test Message
Microsoft Qutlook Wed 14/04

close velope ns that e ot nread.
op displayed next to a message that has been viewed.
Yo

u can attach flags to messages that you need to revisit at a later date.
We will see how to do this later.

Reading a message

e Sometimes itis more convenient to view a message in a separate window; this
allows you to have multiple messages on view simultaneously. To do this double
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click on the message, a new message window will open.

Hid? Ue+|s Mesting (PowerPoint) - Message (Plain Text) = =
@ Message 4 |Clos
e (23 Move to: ? % [ Rules ~ ~ a‘. ) )
) Tgnore x li |H _4 m Meeting |~ o 1 (Y Mark Unread 5 B
" |=h To Manager -] E OneNate -
- Delete  Re Re Forward i, - Maove - | Translate Zoom
& Junk ply kcl‘lhl 2 More (34 Team E-mail = ok 1] Actions * ¥ Follow Up ' B~
Delete Respond Quitk Steps F Move Tags 3| Editing Zoom
Follow up.
Extra line breaks in this message were remaoved.
From: David Murray [davem@ cctglobal. com) Sent:  Fri 16/04/2010 14:49
To: rob.cheftenhami@ gmail.com
Ce
Subject: Meeting (PowerPoint)
T @5
HiRab, - I

| would like to set-up a meeting to go though the new PowerPoint course.
Is the 26th OK for you?

Regards

David Murray - Cheltenham Courseware Pty. Ltd.
Joondalup Business Centre
15 Barron Parade, Joondalup, WA 6027, Australia

Email: info@cheltenhamcourseware.com.au
Web: www.cheltenhamoourseware.com.au

Within Australia  Outside Australia
Phone 1300 852 204 Phone: +61 8 9300 1505
Fax: 1300 852206 Fax: +61 89301 2575

B e e e T TS
This e-mail and anv files transmitted with it have come fram Cheltenham Courseware Ptv. | td.. and are confidential and intended. ™|

/D See more about: David Murray. LJ ; iy [+

e The message window displays the message text along with the headers which
show who the message was from and the subject.

e To close the message window click on the Close icon in the top right of the

window.
in their own Issage WIW
dows Taskb tt
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[¥] Inbox - rob.cheltenham®@gmail.com - Microsoft Outlook

B Meeting (PowerPaint] - Message (Plain Text)

B Future Projects - Message (Plain Text)

Amenu will be displayed listing all of the open Outlook windows.

e To switch between messages click on the relevant entry in the menu.

¢ Use this method to view the 3 messages you opened. Once finished, close all
the message windows.

Forwarding a message

e Selectone of the messages in your inbox.
e Click on the Home tab.
e Click the Forward button displayed within the Respond group on the ribbon.

|§“ % ) | = Inbox - rob.cl
Home Send / Receive Folder View
I

@ gnore x \_a t_a [_i Meeting
[k Clean up ~

MNew  Mew Delete | Reply Reply] Forward Mare =

E-mail Items~ S Junk = All

MNew Delete | 2spon

MessanwndowM

PLE
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B9 ™« 9= PW: Meeting (PowerPoint) - Message (Plain Text) = E= =2
Message Insert Options Format Text Review & e
== I rr @) — ¥ Follow Up ~ ]
=) % - TA N EE 3sl @! Q @ z 2
E ¥ High Importance
Paste B 7 U | % A = = = %= i= Address Check Aftach Attach Signature Zoom
- ¥ - Book Names | File Iem~ - § Low Importance
Clipboard & Basic Text Names Include Tags Zoom
From - rob.cheltenham@gmail.com

(=1
Toy.

Send e || |
| |
re. || |

Subject: | Fw: Meeting (PowerPoint) |
i
-

----- Original Message-----

From: David Murray [mailto:davem@cctglobal.com]
Sent: 16 April 2010 14:49

To: rob.cheltenham@gmail.com

Subject: Meeting (PowerPoint)

Hi Rab,

| would like to set-up a meeting to go though the new PowerPoint course.
Is the 26th OK for you?

Regards

David Murray - Cheltenham Courseware Pty. Ltd.
Joondalup Business Centre

You will see the text of the original message is inserted for you. The subject of
the original message has also been copied with the text FW: inserted at the

beginning, this is done so that the recipient of the message can easily see that
the message has been forwarded.

e If you wish you can add your own comments by typing them into the top of the
message text area.

e Enter the email address, into the To address field, of the person that you would
like to forward the message to.

AMPLE

Opening or saving an attached file

e [famessage has a file attached, an icon and the file name for each attached file
will be displayed just below the message subject.
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From: David Murray [davem@ cctglobal.com]
To: rob.cheltenham@gmail.com

Cc

Subject: MNew Course

-] Message | | 1, manual.zip (27 KB}

e Double-click on the file icon; the following dialog box will be displayed. You
should always be cautious about opening files sent to you by email.

Opening Mail Attachment E
@ You should only open attachments from a trustworthy source.,

Attachment: manual.zip from Mew Course - Message (Plain
Text)

Would you like to open the file or save it to your computer?

| open | [ save |

[/] Always ask before opening thiz type of file

e To open the file click on the Open button. You also have the option to click on
the Save button, this will open the Save As window allowing you to save the file
to your drive for later use.

SAMPLE
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents
at the beginning of this document to see the full list of topics covered in the full
course.

To purchase the rights to use the full training manuals at your training centre please
see our web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training
centre.

| The IT Computer Courseware Library

A complete library of quality training courses 0

Includes Windows 7 and Office 2010 Courseware |j E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED * INTRANET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included with our printable courseware. Over
Invest in a complete Computer Courseware 7 000
Library, includingWindow sz & Office 2010 Y )
The most cost effective courseware solution forjyour Web Pages

IT training needs. Get ALL our courses;and all new

couises.released within 12 months. isludgBiwhen you puiShiass

the 'IT Courseware Library'.
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