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Microsoft Outlook for Mac and PC

This course provides the student with skills to effectively use major components
of Outlook; mail, contacts, and calendar. In this course, students will learn how
to effectively use Outlook to cut down on time spent emailing as well as how to
automate their work with shortcuts and useful tricks. At the end of the course,
students will be able to:

Get Started with Outlook

Perform basic functions in Outlook

Modify contacts list

Modify the calendar; Schedule effectively using the calendar
Send, Receive, and Manage email

Connect Outlook to social networks

Navigate emails and create keyboard shortcuts

Florida SouthWestern State College is committed to providing an educational and working environment free from discrimination and
harassment. All programs, activities, employment and facilities of Florida SouthWestern State College are available to all on a non-
discriminatory basis, without regard to race, sex, age, color, religion, national origin, ethnicity, disability, sexual orientation, marital
status, genetic information or veteran's status. The College is an equal access/equal opportunity institution. Questions pertaining to
educational equity, equal access or equal opportunity should be addressed to Title IX/Equity Officer, Florida SouthWestern State College,
8099 College Parkway, Fort Myers, FL 33919, (239) 489-9305



