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Outlook Intermediate Course Online
This course covers everything you need to configure your mail accounts, run advanced

searches, keep spam in check with filters, and automate tasks using rules, all while building

the calendar and contact management skills to stay on top of your day. You'll come away with

an Outlook setup that's fine-tuned to the way you work.

Group classes in Live Online and onsite training is available for this course. 
For more information, email partnerships@vdci.edu or visit: 
https://vdci.edu/courses/outlook-intermediate-course-online

admissions@vdci.edu • (619) 758-9300
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Advanced Calendar Management
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Multiple Calendar Overlay

Meeting Invitation Management

Rules for Meeting Responses

Tracking Meeting Responses

Review exercises
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Task Options
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