Microsoft Outlook 2007 - Level 2

Installation Notes

This courseware is based on Outlook 2007 installed as part of the Microsoft Office 2007 Enterprise edition on a computer that did not contain a previous version of Outlook or Microsoft Office. If you installed the product as an Upgrade, with your previous settings retained, some of your settings may differ from the defaults assumed by the courseware.

The courseware is designed to teach the messaging components of Outlook 2007 as a Microsoft Exchange Server 2007 client; although most topics will work with an Exchange 2000 or Exchange 5.5 server. Students and the instructor must have a mailbox on the Exchange server. Once the server accounts have been established, Outlook must be set up to use the account on each the student computer.

The system administrator needs to create the users’ mailboxes on the server. The instructor should be one of the users. After class, the system administrator should delete the user mailboxes on the server to remove the entries that were made during the class.

Outlook 2007 must be set up on each student computer to use the mail account. You can configure an Outlook account by starting Outlook 2007 and then using the Outlook 2007 Startup wizard to configure the Microsoft Exchange Server account. Accounts should be configured to use the Cached Exchange Mode. This procedure also creates an Outlook profile at the same time.

Note: If a profile is already set up on the computer, and Microsoft Office Outlook is listed as the default program for the E-mail icon at the top of the Start menu, you can right-click the E-mail icon, select the Properties command, and select the E-mail Accounts button. You can use the E-mail Accounts wizard to add a new Microsoft Exchange Server account.

It is assumed that the format for composing messages is HTML.

Students must be logged into Windows Messenger to complete the Enabling the Person Name Indicator, Adding to the Instant Messaging List, and Sending an Instant Message topics. If you are teaching this course in a “live” environment with the students’ actual e-mail accounts, they can sign into Windows Messenger with their actual .NET Passport, or create ones if necessary. If you are teaching this course in a training environment with student e-mail addresses, you can use those artificial accounts to create Passports. You can create Windows Messenger accounts for non-verified e-mail addresses.

General Instructor Notes

In topics that require students to address a message to, receive a message from another student as indicated by your instructor” (e.g., messages, meetings, etc.), it is the instructor’s responsibility to make sure that all students receive messages. It is a good idea to establish student partners at the beginning of class and have them work with one another throughout the day. In addition, you should make sure that all students have a partner, even if it is yourself. If an odd number of students are present in the class, the instructor should act as a partner to a student.

Students can ignore steps to maximize windows or scroll if their screen resolution makes it unnecessary.

If your mail delivery is immediate, you can address and send messages to yourself for demonstration purposes. Students can use the Send/Receive button to speed up message delivery, except when instructed not to, such as in the Using Cached Exchange Mode topic.
Certain topics must be completed in conjunction with other topics. Certain lessons must be done in their entirety.

	1.
All the lessons in the Using Outlook and Other Applications module should be taught together. Topics should not be separated from other topics within lessons and should be taught in the order in which they appear in the standard manual. You can separate lessons to teach individual Outlook components, if desired. For example, if a class of students is only required to learn how to format messages and use the Address Book, and does not require an understanding of the rest of the lessons in the Using Outlook and Other Applications module, then you can teach just those lessons. Again, all topics within the lessons must be taught together in the proper order.

	2.
All the lessons in the Customizing and Using Outlook module should be taught together. Topics should not be separated from other topics within lessons and should be taught in the order in which they appear in the standard manual. You can separate lessons to teach individual Outlook components, if desired.


Since it is easier to teach Outlook with all menu commands and toolbar buttons displayed, students should select the Tools menu, select the Customize command, and select the Always show full menus on the Options page in the Customize dialog box. Students are taught how to enable the option to display full menus in the Microsoft Outlook Basics 1 module. All subsequent topics are taught with the full menus displayed.

Module 3 - Using Outlook and Other Applications

General Notes

The following defaults are expected for teaching the Using Outlook and Other Applications module.

· Menus will display as short and full menus.

· Buttons on the Ribbon appear differently when working in a maximized window compared to a non-maximized window. Many buttons are re-sized if the window is non-maximized. Use maximized windows to ensure that the buttons appear as shown in the manual.

Please note that file extensions are used in this courseware, but may not be displayed in dialog boxes, depending on settings in Windows Vista or XP. Students should be encouraged to familiarize themselves with the relevant file types and how they may (or may not) be indicated in the operating system and application interfaces.

Topic Notes

In the Formatting Outlook Messages lesson

This lesson assumes that HTML is the default message format for new messages.

In the Running the Spelling and Grammar Checker topic:

You can run a spelling check for the Message window, notes box in the Appointment, Meeting, Contact, or Task window. Changing options for the Outlook spelling checker is covered in the Setting Spelling Options topic in the Setting Other Outlook Options lesson.

In the Using the Research Task Pane topic:

This topic assumes that students have an Internet connection and services such as Encarta Encyclopedia and MSN Search are enabled under the Research Sites section in the Research Options dialog box. 

In the Using the Address Book lesson

The Address Book actually includes a collection of several address books. Each address book is a list of names or addresses. Depending on your configuration and the lists available from your server, the number of address books available may vary.

Point out that not all address books are customizable. For certain address books, only the system administrator can add and delete entries. 

If you are upgrading, you may be prompted to import the information in your Personal Address Book into the Contacts address list.

In the Working with Rules lesson

In the Creating a Rule using the Rules Wizard topic:

If students are not paired, they can create a rule using their own name as the message sender. Then, they can send a message to themselves.

Rules apply to all Outlook accounts delivered to the Inbox folder. You can apply a rule to a specific account using the through the specified account condition. The Rules Wizard does not function on messages in an HTTP account. 

The Apply changes to this folder list in the Rules and Alerts box indicates what folder and environment. If you are using a Microsoft Exchanger server, and the rule can be completed on the server, a rule can be applied even when Outlook is not open. Rules that are marked client only, can only run when Outlook is open. Server rules are run before client rules.

In the Managing Alerts topic:

This topic has no Step-by-step.  The procedure is provided, but, as the procedure depends on a Microsoft Office-compatible alert source such a SharePoint technology product to which to relate the alert, it was deemed impractical for a Step-by-step practice to be included.

In the Working with Files and Applications lesson

In the Importing Data into an Outlook Folder topic:

You may need to install the Outlook converters for Excel to import the data from the Excel workbook.

Note that Microsoft does not appear to have catered for importing data from Excel 2007 workbooks as the dialog box does not allow the selection of such files.

It is a good idea to clear the maps after each class; otherwise, the Zip and Fax fields may already be mapped when they open the Map Custom Fields dialog box. 

In the Exporting Outlook Data topic:

Students open the data file they export to Microsoft Access. Microsoft Jet is necessary for Medium and High macro security to work properly in Microsoft Access. You can explain that with Microsoft Jet installed and unsafe expression blocking enabled, students will be prompted with a Security Warning box each time they open a file that Access considers unsafe. If they trust the file, they can select Open to open the database. If the macro security level for Access is set to Low and safe expression blocking disabled, the Security Warning dialog box no longer appears each time a potentially unsafe file is opened.

In the Working with Multiple E-mail Accounts lesson

In the Setting up Additional E-mail Accounts topic:

The account that is set up in the Step-by-Step is not a real e-mail account. It is used to demonstrate how to add an account to Outlook.

If you want to want to use a live account, you can set up a Hotmail account and enter the actual user name and password instead of the account information in the step-by-step. Your Hotmail account will appear in Outlook and you can show the students what they will see when they do this on their own.

In the Creating Signatures for Multiple Accounts topic:

This topic does not include a Step-by-step, although it does provide the Procedure. If you have time, you can demonstrate this feature by setting up another e-mail account and selecting a default signature for each account in the Mail Format page. Then, create a new message; the signature for the default account appears in the message window. Use the Accounts button in the message window to change accounts and view the new automatic signature.

In the Working with Multiple E-mail Accounts exercise

The answers to the Exercise are:

1.
True

2.
False - The recipient receives a message from the selected account.

3.
False

4.
False

5.
True

In the Working with the Internet lesson

Instant Messaging topics are taught using Windows Messenger. Each student will need a .NET Passport to sign into Windows Messenger. If you have set up fictitious student accounts on your Exchange server, you can create a .NET Passport account for each e-mail address. Although Windows Messenger cannot validate the accounts, the students will still be able to use the accounts to send instant messages.

In the Enabling the Person Name Indicator topic:

This topic assumes that students are using Windows Messenger as their instant messaging service. Students should sign into Windows Messenger before starting the topic.

In the Adding to the Instant Messaging List topic:

This topic assumes that students are using Windows Messenger as their instant messaging service.

In the Sending an Instant Message topic:

This topic assumes that students are using Windows Messenger as their instant messaging service.

In the Using the Microsoft Free/Busy Service topic:

Students will need Microsoft .NET Passports to complete this topic. You can create and maintain several Hotmail accounts. You are automatically issued a Microsoft Passport when you sign up for a Hotmail account.

Users must the Share my e-mail address option enabled in their .NET Passport profiles to use the free/busy service. 

They can then add the e-mail addresses of the users they want to share calendars with in the Authorize additional users box. They can also add a message to those users. Click OK.

The user accounts for the .NET Passports must be verified e-mail accounts.

In the Working with the Internet exercise

The answers to the Exercise are:

6.
iCalendar

7.
Microsoft Free/Busy Calendar 

Module 4 - Customizing and Using Outlook

General Notes

The following defaults are expected for teaching the Customizing and Using Outlook module: 

· Menus will display as short and full menus.

· Buttons on the Ribbon appear differently when working in a maximized window compared to a non-maximized window. Many buttons are re-sized if the window is non-maximized. Use maximized windows to ensure that the buttons appear as shown in the manual.

Please note that file extensions are used in this courseware, but may not be displayed in dialog boxes, depending on settings in Windows Vista or XP. Students should be encouraged to familiarize themselves with the relevant file types and how they may (or may not) be indicated in the operating system and application interfaces.

Topic Notes

In the Working with Folders and Forms lesson

In the Setting Home Page Properties topic:

Note that users can also view Web pages from within Outlook using the Web toolbar. The Web toolbar allows users to enter an address (URL) to move to the desired site.

In the Using the Mailbox Cleanup Dialog Box topic:

Students should have imported the TASKS2.PST file into the Tasks folder and have set the AutoArchive properties for this folder. Students then use AutoArchive in the Mailbox Cleanup dialog box to demonstrate the effects of AutoArchiving.

In the Managing Form Properties topic:

Note that users must create a custom form before you can associate it with a folder. Custom forms are often used in conjunction with public folders in order to tailor the information in the public folder to the requirements of the folder and its audience.

In the Setting Up Public Folders topic:

Public folders can only be created and designed by administrators or other users who have the required permissions to create and administer folders on the Exchange server. Therefore, you need to make sure all participants have this permission as they create a public folder. In addition, the after steps may not be necessary, as indicated, if they can automatically see the folders created by all other participants.
In the Posting a Discussion Item to a Folder topic:

You can have students post their items to another student’s folder, if desired; however, the step-by-step allows them to see the message thread.

In the Working with Folders and Forms exercise

The answers are:

1.
False

2.
True

3.
True

4.
AutoArchive

5.
Permissions

6.
Public

7.
False

8.
Forms

9.
True

10.
Mailbox Cleanup

In the Customizing Views lesson

Even though it is much faster to use the shortcut menu to open the Show Fields, Group By, Sort, Filter, Other Settings, or View Summary dialog boxes, we use the menu tree in class. Not all views contain the same shortcut menu commands and the student has to right-click a blank area in the view in order to see the shortcut menu for the current view. You may want to demonstrate the shortcut menu commands available in a view.

In the Working with Junk Mail lesson

In the Using the Junk E-mail Folder topic:

Since students will be importing messages from a .pst file, their systems need to have the Importers and Exporters option set to run from My Computer.

In the Setting Message and Security Options lesson

In the Changing Desktop Alert Settings topic:

Desktop Alerts appear for mail accounts on the Microsoft Exchange Server or a POP3 account. However, you can create a rule to be notified when a new item appears in an IMAP account.

In the Using Digital Certificates topic:

If you do not have digital certificates or security files for each student, you can obtain a digital certificate for yourself and demonstrate sending a digitally signed message to yourself and adding the certificate to your Contact information. You can receive a free 60-day trial version of a VeriSign Class 1 Digital ID from VeriSign, Inc.

In the Encrypting Messages topic:

Students will need digital certificates to complete this topic. However, you can demonstrate sending and receiving an encrypted message.

In the Setting Security Options topic:

The security level slider will not appear in the Security dialog box if you have set a custom setting for the Restricted sites zone. Students can use the Default Level button to display the slider.

In the Setting Other Outlook Options lesson

In the Setting Journal Options, Setting Reminder Options, Setting Mail Services and Setting Manage Forms Options topics:

These topics have no Step-by-step sections.  The procedures are provided, but it was deemed impractical or unnecessary for Step-by-step practices to be included.

