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MANAGING OUTLOOK EFFICIENTLY
Duration:1 Day

Objective:

To be able to reduce the size of your inbox
and sent items. Reduce time handling emails
through automation. Cover time management
concepts.

Essential:
Have Mouse Skills, an awareness of keys on
keyboard e.g.: Shift, spacebar, and Enter key.

Learning Outcome

By the end of the day you will be confident
in sending and receiving emails with
attachments, create calendar entries add
contacts and tasks. You will have gained
some valuable tips on how to keep your
inbox under control.

info@azsolutions.com.au

0414 417 059
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