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Outlook 2019

Part 1: Get started with Outlook 2019
o Chapter 1: Outlook 2019 basics
Part 2: Manage email messages
e Chapter 2: Send and receive email messages
e Chapter 3: Enhance message content
o Chapter 4: Manage email security

e Chapter 5: Organize yourlnbox

¢ Chapter 6: Store and access contact information

e Chapter 7: Manage contactrecords

o Chapter 8: Manage scheduling
o Chapter 9: Manage your calendar

e Chapter 10: Track task

Coverage of course contents will depend upon prior knowledge of the participant.



