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Outlook 2016

Structured technical training
and certification preparation

A practical, student-friendly outline
covering key concepts, tools, and applied
workflows.

Module Breakdown

MODULE 1

Learning Block 1
Introduction Part 2

Options For Displaying Email Messages
Create And Send An Email

Receive An Email

Calendar Part 1

Calendar Part 2

Contacts Part 1

MODULE 3

Learning Block 3

Create A New Email Part 1
Create A New Email Part 2
Signatures

Calendars Part 1
Calendars Part 2

Contacts

Outlook Settings Part 1

MODULES

D

LESSONS

32

FORMAT

Self-paced

MODULE 2

Learning Block 2

Contacts Part 2

Tasks

Outlook 2016 Intermediate
Folder Structure Part

Folder Structure Part 2
Multiple Email Accounts Part 1
Multiple Email Accounts Part 2

MODULE 4

Learning Block 4
Outlook Settings Part 2
Outlook 2016 Advanced

One Note Introduction Part 1
One Note Introduction Part 2
One Note And PowerPoint
One Note And Word

One Note And Outlook
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Module Breakdown (continued)

MODULE 5

Learning Block 5
Sharing Information
OneNote And Mobile Devices
Additional Elements Part 1
Additional Elements Part 2
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