Cleary

Training
Associates

Microsoft Outlook Pre-Course Questionnaire

Name: E-Mail:

Company: Telephone:

How long have you been using Microsoft Outlook?

Which version do you use? (e.g. 97, 2000, etc.)

Yes No
Have you used Microsoft Outlook before? a a
Have you used other email software a a
Have you used the Internet? (| a
I don't | know | have a I know all
know what | little good idea | about this
this is about what this
this is
Send an Email (| a a a
Reply and Forward an Email Qa ad a d
Recall and Resend Messages a a a a
Use Attachments (| a a a
Add a Contact a a a d
Forward a VCard (| a a a
Use the Calendar a d a d
Add a Recurring Appointment (| a a a
Filters (| d a a
Tasks a d a a
Assign a Task (| a a a
Rules Wizard (| d a a
Email Merge a a a a
Notes (| d a d
Outlook Today a a a a
Outlook Forms (| a a a
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