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Content overview

1 Getting Started 2

We introduce Microsoft Outlook 2002 and give you an overview of its com-
ponents and basics. You will become familiar with and learn to customize the
Outlook window, and learn how to use the Help feature.

2 Using Contacts 36

You learn how to develop and use your Contacts database to make everyday
tasks—sending e-mail messages, scheduling meetings, or tracking tasks and
projects—as efficient as possible.

3 Communicating with E-Mail 64

We show you the basics of sending and receiving e-mail messages, how to attach
files, and how to send to multiple recipients. Whether on a network or on a
stand-alone computer, you learn to organize messages for maximum efficiency.

4 Managing Your Schedule 104

You learn how to use Outlook’s Calendar component to manage your time. You
schedule appointments, set up a recurring appointment, and see how to plan
meetings and send meeting requests to attendees.

5 Keeping a Task List 134

We show you how to keep track of both business and personal tasks and
projects using Outlook’s Tasks component. You learn how to add tasks, pri-
oritize and organize them, and electronically delegate them to coworkers.

6 Checking Ahead and Looking Back 150

When you need to get an overview of what you've done, you can use Outlook’s
Journal component. In this chapter you learn how to enter information into Jour-
nal and how to read it. We also show you how to archive old Outlook items.
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ISBN Training Edition Textbooks Price each 5 or more
1-58278-075-7 Quick Course in Microsoft Office XP* $27.95 $22.36
1-58278-070-6 Quick Course in Microsoft Access 2002 $17.95 $14.36
1-58278-069-2 Quick Course in Microsoft Excel 2002 $17.95 $14.36
1-58278-072-2 Quick Course in Microsoft FrontPage 2002* $17.95 $14.36
1-58278-074-9 Quick Course in Microsoft Outlook 2002 $17.95 $14.36
1-58278-071-4 Quick Course in Microsoft PowerPoint 2002 $17.95 $14.36
1-58278-073-0 Quick Course in Microsoft Publisher 2002* $17.95 $14.36
1-58278-068-4 Quick Course in Microsoft Word 2002* $17.95 $14.36
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Microsoft Office 2000 Series
ISBN Textbooks Price each 5 or more
1-58278-001-3 Quick Course in Microsoft Office 2000 $25.95 $20.76
1-58278-005-6 Quick Course in Microsoft Access 2000 $15.95 $12.76
1-58278-003-X Quick Course in Microsoft Excel 2000 $15.95 $12.76
1-58278-008-0 Quick Course in Microsoft FrontPage 2000 $15.95 $12.76
1-58278-006-4 Quick Course in Microsoft Outlook 2000 $15.95 $12.76
1-58278-004-8 Quick Course in Microsoft PowerPoint 2000 $15.95 $12.76
1-58278-007-2 Quick Course in Microsoft Publisher 2000 $15.95 $12.76
1-58278-002-1 Quick Course in Microsoft Word 2000 $15.95 $12.76
ISBN Workbooks and IRPs** Price each 5 or more
1-58278-010-2 Quick Course in Microsoft Office 2000 $15.95
1-58278-014-5 Quick Course in Microsoft Office 2000 IRP $16.95
1-58278-012-9 Quick Course in Microsoft Excel 2000 $12.75
1-58278-016-1 Quick Course in Microsoft Excel 2000 IRP $16.95
1-58278-011-0 Quick Course in Microsoft Word 2000 $12.75
1-58278-015-3 Quick Course in Microsoft Word 2000 IRP $16.95
ISBN Single-User CD-ROMs Price each
presented in eclecticClassroom™
MOUS2K4PACK  Office 2000 MOUS Study 4-Pack $79.95
1-58278-030-7 Quick Course in Microsoft Access 2000 $24.95
1-58278-029-3 Quick Course in Microsoft Excel 2000 $24.95
1-58278-031-5 Quick Course in Microsoft PowerPoint 2000 $24.95
1-58278-028-5 Quick Course in Microsoft Word 2000 $24.95
Microsoft Windows and Internet Explorer
ISBN Textbooks Price each 5 or more
1-58278-077-3 Quick Course in Microsoft Windows XP $17.95 $14.36
1-58278-009-9 Quick Course in Microsoft Windows 2000 $17.95 $14.36
1-879399-91-1 Quick Course in Microsoft Internet Explorer 5 $15.95 $12.76
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(425) 881-1642.
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all! Detailed Tables of
Contents are available
for your review on our
web site.

Backlist Titles

Many backlist titles

are available at a
discounted price, on

a non-returnable basis.
Please consult our

web site for price and
availability.

isitour
\\’Neb site at*

www.otsi-°°m

Prices are effective August 1, 2000. Prices and availability are subject to change without notice.

Quick Course®, Fast-track training®, and eclecticClassroom™ are trademarks or registered trademarks of Online Training Solutions, Inc.

*Please call for availability.

**Workbooks are sold only in quantities of 5 or more. At least one Instructor Resource Packet (IRP) is needed to complete workbook exercises.
One IRP is complimentary with every order of 10 workbooks.


http://www.otsi.com
http://www.otsi.com

