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QUESTION 1
Find and open the message with the subject Education Policy.
One you have located the message, set a follow up flag that will be due on Monday, June 28, 2004

Answer:
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QUESTION 2
Create and display a new Outlook Bar group named Public Shortcuts. In this new group Create shortcut
to the Public folder named Customers Issues and to the file system folder name my documents.

Answer:
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Change the order of the message in the Inbox so they are displayed first by sender in ascending order,
and then by the date received in descending order.

Filter the messages in the Inbox so that only messages with the word class in the subject field are
displayed.

Answer:
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QUESTION 4
Find and open the messages that contain the next Contact Request.
Send reply to the message which includes the John Steel Contact as an attachment.
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Answer:
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QUESTION 5

Create a new task with the subject office Automation that will begin on Friday, June 25, 2004 and must
be completed within two days. Set the priority to high and add a reminder for tomorrow at 9.00am.
After create the task, organize the Tasks folder so that tasks are grouped by category and then expand
the (none) category.

Answer:
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Create a message with the subject E-learning Solution and the message text Do we have an E-learning
Solution? Address the messages to Don Funk and a blind copy to Prasama Samarawiclerama, both on the
Global address list. Send the messages.
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Answer:
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QUESTION 7
Create a new folder in the Human Resource folder name Employee Evaluations.
Answer:
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QUESTION 8
Open the E-mail messages with the subject Department Budget and save the attached spreadsheet using
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the default name in the My Document folder.

Answer:
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QUESTION 9

Create an appointment with the subject Weekly Planning Session that will be held in the Conference
Room 1 on Tuesday, July 06, 2004. The meeting will begin at 8.00 am and will last for two hours and 15
minutes.

Set option to display a reminder 7 minute be the appointment begin.
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Answer:

i Sales Conference - Appointment oy |E’ |1|
JEiIe Edit Wiew Irsert Format Tools Actions Help |

Jngave and Close | & |{}Recgrrence... | ¢ Invite Attendees. .. | ' 3 | * | r e 4 v| 7).
Appoinkment I Artendee Availability I

Subject: |bales _onference

Location: ILymn, Cheshire, LK.

j ™ This is an online meeting using: | Microsoft MetYeeting

Starttime;  |Frig/6/2004 | Jzoorm | T allday event

Endtime:  |Frig/s/2004 MBI

-\Qf— [V Reminder: |15 minutes j ﬁl Show time as:

Bout of Office

=
Contacts, ., | | Categories, ., || Private | |

Actualtests.com - The Power of Knowing




MOS-02K

@ Journal - Microsoft Dutlook = Iﬁ’ |5|
J File Edit Mjew Favorites Tools Actions Help

s Ed . 0, . | »
Jﬂew - | =h | [F ™ | G0 ko Today | [1]Day (7] week [3] Manth | I@tﬁnd %@ Organize | | @ i
itk Sharkcuts | (80610 gar=) - o

My Shortcuts
: August 2004 _
A3 D,
i Ion 2 Tue 3 Wed 4 Thus
S Outhox: 1 : i Mew Jaurnal Entry
¥& Sert: Thems There are no ikems ko show in this view, m b
o Journal Week
7 Outlook Upda @ Month
Go ko Todaw
Go to Date. .,
=4 Group By...
Cther Settings. ..
Customize Current Yiew., .,
-
Other Shortouts LI | ¥
|D Items
i Dutlook Question®& Answer.doc - Micrasoft Word _|=] x|
J File Edit Yiew Insert Format Tools Table MWindow Help x|

D2Ea Ry RS w-- QBOE= S8 7 10w -0,

JNormaI - Times Mew Roman = 11 - ”; V) ”EEE = E |iE = &= -§§| - & - év =

TR e crong oumaicy —— — — ISETE

reate Iajoumall JEiIe Edit Wiew Insert Format Tools Acions Help | date a.nld

s mitates dura Jﬂiaveandclose | §| ¥ 72 | 153 <9 | > | > ¥ '| @ o

1510

g Subjeck: IConFerence Chang

et 80 gy toe: [N ooy |

crirrt | Aitenscee databd I

e e

wo [ e Starttime:  [Frigfsfzood | fuzarm =] start Timer | O

gwu- ey Duration: |5 minukes j Pause Timer:

¥ Barwnder 15 vruras ;I
-
+
R 2

¥

g' '3|E|'-f'| 4 | Contacts, .. I I Categories...l | Private I »

JD;awv [z & | Autoshapes » ™, \DD‘|®"-57A -EES k.

[Page = Sec 1 g0 [at 72" Ln7  col 42 el el Erl e lEE

QUESTION 10

Create a five day event with the subject Sales Conference that will begin Tuesday, June 07, 2004 in
Lymn, Cheshire, UK. Ensure that others viewing your calender know you are out of the office during the
event.

Create a journal entry with the subject Conference Chang using the Tasks entry type, the current date
and time and a 5 minutes duration. (Do not enable automatic journaling)

Answer:
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QUESTION 11

Create a new named Jose Pavarotti based upon the company information for the Francisco Chang
Contact.

Filter the Contents folder so that only contacts assigned to the Business category are displayed.
(Once the Contacts folder has been filtered, it will remain filtered until changed. The filter may
need to be removed to answer other questions correctly.

Answer:

QUESTION 12

Assign the ideas category to the Evaluate E-learning Solutions task and change the view for the tasks
folder so that the task are grouped by category. Once the view has been properly grouped, displayed only
the ideas category.

Answer:

QUESTION 13
Create a new task with the subject office Automation that will begin on Friday, June 25, 2004 and
must be completed within two days. Set the priority to high and add a reminder for tomorrow at 9.00am

Answer:

QUESTION 14
Find and open the message with the Subject Education Policy.
Once you have located the message, set a follow up flag that will be due on Monday, June, 28, 2004.

Answer:

QUESTION 15
Change that sort order of the messages in the Inbox to display by file size, with the largest messages at
the top (Do not display additional columns).
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Answer:

QUESTION 16
Use the Howard Snyder Company contact information to create a new contact for Jane Snyder.

Modify the new Jane Snyder contact so that a birthday entry On July, 27 is automatically create in the
calendar.

Answer:

QUESTION 17

Use the message from Don Funk with the subject Job Promotion to look up Nixon's contact information
change Liz Nixon's job title to manager of Budgets and then save the update contact information.
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Answer:
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Other Shortcuts LI

|4 Items

QUESTION 18
Configure the notes folder so that new and existing notes are Auto Arranged and sorted.

Answer:

QUESTION 19

Use the Howard Snyder create a new and category named Primary contact. Assign the Primary contact
category to the Paulo Accorti contact.

Modify the view of the contacts folder so that is grouped by category. One the view has been grouped,
display only the contacts in the Primary contact category to ensure the Paulo Accorti contact is properly
listed.

Answer:

QUESTION 20

You want to send a Microsoft word form letter to three individuals in your contacts folder. Which one of
the following methods allows you to address and send existing form letter quickly and easily?

a) Begin with the form letter open in word from the tools menu click letters and mailing and then click
mail merge. Use the mail merge wizard, locating your contacts in My Data Sources, to complete the
step. Go to outlook to send the form letter to your contacts as an e- mail attachment.

b) Begin with the contact folder open in outlook, from the tool menu click mail merge then use the mail
merge contact dialog box to open locate the form letter in word and use the mail merge Wizard to
complete the steps. Returns to outlook to seat the letter.

c¢) Begin with the Inbox folder open In Outlook. On the standard toolbar click new and address your
new e-mail to your three contacts, Attach and then open the form letter in word, type the name and
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address of your contacts on the letter, then save and close the letter. Return to outlook to send the
letter as an e-mail attachment.

Answer:

QUESTION 21

Create new category named Primary Contact. Assign the Primary Contact Category to the Paolo Accorti
Contact.

Modify the view of the contacts folder so that it is grouped by category once the view has been grouped,
display only the contact.

Answer:

QUESTION 22

Create a new folder in the Human Resources folder named Employee Development, with a shortcut this
new folder in the My shortcuts group.

Move the message with the subject Certification Benefits from the Human Resources folder into the new
Employee Development.

Answer:

QUESTION 23
Create a note named Ideas for E- learning and associate the contact Maria Anders with this note.
Change the note color to pink and close the note. Then drag the note icon to the Contact Icon on the
Left Pane and this screen appears and go to Contacts button to add in Maria Anders(e.g: Josephine
Robert).
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Answer:

Actualtests.com - The Power of Knowing




