
Lecture Topics: 
 
• Email Maintenance: creating rules, dragging and dropping to tasks, 

calendar, folders, and notes 
• Creating Folders and Sub-Folders 
• Contacts: adding new contacts, distribution lists, actitivites, mail merge 
• Calendar: viewing, creating and recurring appointments, scheduling, 

inviting attendees, and meeting requests 
• Tasks: scheduling and completing 
• Notes: save passwords, to-do memos 
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“When life keeps you busy, keep it all in one place.1” 


