How to Use Outlook on the
Web Tutorial

This entry-level How to Use Outlook on the Web training prepares
learners to use every feature of the web version of Microsoft Outlook
and do much more than read or write emails, but stay more

productive.

CBT Nuggets course material —

STUDY PLAN

WEEK 1

Outlook Mail for the Web

Introduction

Send and Receive Emails

Flags, Categories, and Folders

Searching, Sorting, and Filtering

Contacts and Contact Lists

Signatures and Templates

Automatic Replies, Rules, Sweep, and Ignore

Allow Somebody Else to Manage Your Mail

Outlook Calendar for the Web

Overview

Find Your Way Around

Use My Day and Board View
Work with Appointments
Share and Add Calendars
Schedule Meetings

Manage Somebody Else's Calendar
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