
The Microsoft Outlook training workshop provides 

your employees with an understanding of what 

Outlook is designed for and how to use it. The 

course can go over simple items such as layout of 

Outlook and how to use the email, to more ad-

vanced operations such as setting rules and Out-

look organization. We can conduct an introductory 

course or an advanced course or a combination of 

these two. This training is customized depending 

on your needs and whether you need basic or ad-

vanced Outlook training.  

 

“The trainer was very 

patient, well under-

stood, very knowledge-

able.” 

- Previous trainee  
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Brief Class Outline 
 
 Introduction to Outlook  

 How to send an email  

 Work area/layout  

 How to save drafts  

 Formatting emails  

 Organizing your email  

 Using Outlook features 
such as Calendar and 
tasks  

 Creating Email PDF’s  

 Setting your signature  

 Creating Rules  

 

 

Contact Us  

Phone: 559.688.3130  

Email: trainingcenter@cos.edu  

Website: www.cos.edu/

trainingcenter  

This class is interactive as well as discussion orien-

tated. It is designed to be fully customizable to 

your employee training needs and we are able to 

conduct this training at your site or ours.  


