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1.CORRECT TEXT

Sort the messages in the inbox by importance with high importance at the top and low importance at the
bottom. Within each importance level, sort the messages by the date received with the most recent

message shown first

Send / Receive

Folder

View

F§ Ignore
% Clean Up~

o lom
New

Ttems -

Q

Reuang
Neschmnes

Eh:::l &5 Junk -
Delete
4 Favorites
Inbox 350
Sent Items

Deleted Items 4

4 ymckay@contoso.com
Inbox 30
Drafts (2]
Sent Items.
Deleted Items 4
Clean Up
Completed
Customer Service
Junk E-mail
Outbox
RSS Feeds
Search Folders

E:»’-IH---'

Answer:

- e A~

x &2 ﬁ(; t_/i G"‘Meeling

Delete  Reply Reply Forward [ More -
All

Search Current Mailbox (Crl+E)

All Unread

Dan Wilson
Order Release

Johnson, Standard line updat...

Dan Wilson
Latest Product Line

Have you seen our latest

Linghao Liu
Status Update

';' Tell me what you want to do...

m s

Search People
[27] Address Book
up Y Filter Email -

2 Move to: 2 5 To Manager 3 o m E 3
) Toars el Vibore M n[|_l OneNote  Unread/ Categorize Foll
ove ules neiNote Inre. Al jorize: oW
Q Reply & Delete ¥ Create New Z . Read - -
Respond Quick Steps 2 WMave

£ | current Mailbox  ~

By Date =  Mewest !

4/11/2018 I I
!

4/11/2018
Note,

4/10/2018

Thanks. Will be a direct

Jossef Goldberg
Work update

4/10/2018

Works, [ am on a call, but

Jossef Goldberg
Work Schedule

4/10/2018

Here are some mare my new
Shamim Mohamed

Update on Complaints?

Note, Do you have an

4/10/2018

Shamim Mohamed !

Free Meal

4/10/2018 -

Here are some free food

£2 Reply £ Reply All &} Forward

Shamim Mohamed
Update on Complaints?

© vou responded on Wednesday, January 16, 2019 3:43 PM.

Do you have an update on that customer complaint?

A\ Send/Receive error

Click on View tab and then View settings. In sort option select the following.

Description

Calumns...
Group By...
Sort..

Filter...

Other Settings...

Conditional Forma

Format Columns...

Reset Current View

2.CORRECT TEXT

Create a calendar group named “Management Team” that includes the calendars of " Yvoone Mckay ",

Advanced View Settings: Compact

W

Tags Find ~
4/11/2018

w

J | - 1 + 100%

tting...

Sort items by

| Importance

Then by

..RE caived

Then by

-[nnﬁe]

Then by

| (none

Select available fields from:

| Frequently-used fields

Sort

v | (@ Ascending

i Descending

Clear All

[}

i) Descending

W | '® Ascending

Descending

® Ascending

Descending

Cancel

Joosef Glodberg" and “Sammi Mohamed"
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Folder View @ Tell me what you want to do.

= EJ a @ 1gnore x Q(_ @(_ @9 £ Meeting ¥ Moveto: ? ©3 To Manager N = @ 9
Mew

I’, Search People
L] |

¥ CleanUp ~ =7 Team Email ' Done [] Address Book

MNew  New Delete Re Reply Forward [T - _ Move Rules Onelote Unread/ Categorize Follow ¥ p |
Email ioms = | Mocinag |/ Jurk = Ply A‘I’Iy 8 More 3 Reply & Delete 7 Create New = o Read ~ Up~ Y FilterEmail- ‘
New Seafiteed Delete Respond Quick Steps Move Tags Find ~
| 4 Favorites 4 Search Inbox (Ctrl+E) P | curentfolder -| ) Reply @ Reply Al S Forward
|
Inbox 38 Al Unread By Importance < High ~ = Shammi Mohamed  Yadee Sunc Yvonne McKay + 4/15/2016
Sent Items _ . o
Denise Smith Update on Complaints?
Deleted Items 4 Status Report 4/15/2016
I'll be in this afternoon with my @ vou responded on Wednesday, January 16, 2019 3:43 PM. »
4 ymckay@contoso.com Dan Wilson
Inbox 38 Order Number 4/15/2016 Nate,
Template. Thanks for your '
Drafts [14]
SentItems Singhie Liu Do you have an update on that customer complaint?
Status Update 4/15/2016
Deleted Items 4 Hiteam, We are almost
Clean Up
! Jossel Goldberg
Conversation Work request 4/15/2016
Customer Service Hi everyone, I'mstillonit, but|
Junk E-mail Jossel Goldberg
Outbox Work Schedule 4/15/2016
RSS Feeds When will you send my new
Vendors Shammi Mohamed
Search Folders gﬂpdah on Complaints? 4/15/2016
| you have an update on
" Bans Cencini
m ot M - Act Museum Tour 4/15/2016
Hello Evervene. =
All folders are up to date. 0o m - 1 +  100%

Answer:
Go to Calendar and select “Create New Calendar Group”
Enter the name “Management Team” Add the above persons in members

Calendar - 5_imran30@hotmail.com - Outlook

Send/Receive  Folder 2 Tell wa

= & | mm = e8|
BE & @ S =
New  New Mew MNewSkype Todey Net7 Day Work Week Month Schedule  Open Calendar E-mail  Share Publish Calendar
Al Mottt Wstiey Days Week View | Calenclar - S | Calenidar Calendar Ofine:x Permissians
New Skype Meeting|  GoTo & Arrange & Manage C Create New Calendar Group Find ~
< Creste = new calendar group in the .
l I 2019 3 it group
i 4 » January 14 - 18, 2019 Lahore, Pur Folder Pane. = I;Sﬁf#,( Search Calendar (Ctri-E) P
MO TU WE TH FR SA SU . T
311 2 35 4 5 6 MONDAY TUESDAY Saveas Hew Calendar liroip THURSDAY FRIDAY
Saves the currently displayed calendars as
7 & 930 0 AZ 343 14 15 & new calendar group in the Folder Pane. 7 18

14 15 16 17 18 19 gl
21 22 23 24 25 26 27

28 29 30 31 —_ -
g [~]
February 2019
MO TU WE TH FR SA SU 9
% 2 3
4 5 6 7 8 9 10 10
1 12 13 14 15 16 17
18 19 20 21 2 23 24 1 I
25 26 2728 1 2 3 |
4 5 6 7 8 910 12 |
[C] My own
1
[ Other Calendars
2
4| Management Team
[] s_imran90@hatmail.com 3
22 4
= 7] e
@ [ g 4
Connected to: Microsoft Exchange O &g - 1 ] + 100%

Items: 1 All folders are up to date,

3.CORRECT TEXT
Add the contact "Dan Wilson” to the "Management Team" contact group. Save and close the contact
group.
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Send / Receive Folder View

Q Tell me what you want to do...

=] . . o b o . » 1A Search People
E BE @ ¢ EECEERE B R BEE S o
New New New New Skype New Today Next7 Day Work Week Month Schedule Open  Calendar  E-mail  Share  Publish  Calendar
Appointment Meeting Items -~ Meeting Meebrgs Days Week View Calendar ~ Groups =  Calendar Calendar Online ~ Permissions
New Skype Meeting ~ Meeting o Amrange % Manage Calendars Share Find ~
4 Favorites Search Inbox (Ctrl+E) P | cCurrent Folder ~| E%_ Reply Q Reply All 9‘ Forward
Inbox 31 All  Unread By Date = Newest | Shammi Mohammed Nate Sur; Yvonne Moday = 4/15/2016
Sent ltems Dan Wilson Update on Complaints?
Deleted Items 1 Online Numbers 4/15/2016
I've emailed the list for your o You responded on Wednesday, January 16, 2019 1:43 PM. ~
4 ymeclay@contoso.com Dan Wilson !
Latest Product Line 4/15/2016
Inbox 31 Have you seen our latest Nate,
Drafts [17] . . .
Jlnghao Liu Do you have an update on that customer complaint?
Sent ltems Status Update 4/15/2016
Deleted Items 1 Yvonne, We are almost
Clean Up Jossef Goldberg
Work update 4/15/2016
Complced Yvonne, Tl be in a call, but |
Customer Service
e Jossef Goldberg
Tl Wow! Stalled 4/15/2016
Qutbox ‘When do you need my new
RSS Feeds Shammi Mohammed
Vendors gpdabsoun Cu':npla[ms? 4/15/2016
Search Folders sy Loyou have:an
Shammi Mohamed !
CUR  ( New Plan 4/15/2016
Just approved in the new it
Answer:

On the Navigation bar, click People to view
Search the “management team” contact group Double click the contact group
Click Add Members and then select the desired list and search and add members

Home Send / Receive Folder

= / g
EH oS X B Ci B 3 % [3 > |
: v (] - - H =
&= L e Yoo S s 8 51 Address Book
New MewContact Mew Delete Meeting More Sl BusinessC. Cad Phae: Move Mail OneNote Forward Share OpenShared Categorize Follow Private
Contact Group Items ~ L3 x MergE Contact ~ Contacts  Contacts £ Up'
New Delete Communicate Current View Actions Share Tags Find ~
= —
+My Contacts || management team ||
Contacts 12 Management Team
Personal ab
Edit
Management Team - Contact Group !
Insert  FormatText  Review
73 x = of | [z [ ] ® ; L
= : a8 D=
kel I & el & &=l |
Save & Delete Forward Members Notes  Add  Remove Update  Email Mecting Categorize Follow Private  Zoom
Close Group Group~ Members~ Member  Now - Up-
Actions Show Members Communicate Tags Zoom -~
Name ‘Mﬁw
[Cliname = |Eemail
ayesha.ehsan@live.com ayesha.ehsan@live.com
fahad.aliZ@abl.com fahad.aliz@abl.com
hbashir@apac.ko.com hbashir@apacko.com
[ mfarooq@prsp.arg.pk m.farooq@prsp.org.pk
= sl e
All folders are up to date.  Connected to: Microsoft Exchange [N 8 -—— i

4 CORRECT TEXT
Configure Outlook so that email from a contact is never sent to the junk e-mail folder.
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Home

Send / Receive

Folder View

Q Tell me what you want to do...

- [_ " - s —— . - = 0® Search People
Ty & B BE 8B 8 = &8
3 @ = = B E R S o
New New  New Mew Skype MNew Today Next7 Day Work Week Month Schedule  Open Calendar E-mail Share Publish Calendar
| Appointment Meeting Items - Meeting Meeting Days Week View  Calendar = Groups = Calendar Calendar Online = Permissions
New Skype Meeting GoTo Arrange Manage Calendars Share Find ~
4 Favorites | Search Inbox (Ctrl+E) £ | currentFolder ~| 2 Reply 32 Reply All (5} Forward
Inbox 30 All Unread ByDate = Newestd | Shammi Mohamed ~ Nate Gan; Yvonne Mckay ~ 4/15/2016
Sent Items . <
Dan Wilson Update on Complaints?
Deleted Items 3 Order Number 15/2016
ThorkeaThanks toeyoin s @ You responded on Wednesday, January 16, 2019 3:43 PM. &
4 ymckay@contoso.com Dan Wilson !
30 Latest Product Line 4/15/2016 Nate,
L. Have you seen our latest
| Drafts [27] = = Do you have an update on that customer complaint?
Jinghao Liu
Sent Items Status Update 4/15/2016
Deleted Items 3 Hi team, We are almost
Clean Up Jossef Goldberg
Completed Work update 4/15/2016
= Yvonne, I'm on a call, but 1
Customer Service
([ s Jossef Goldberg
Work schedule 4/15/2016
Outbox When do you need my new
R53 Feeds Shammi Mohamed
Vendors Update on Complaints? 4/15/2016
Search Folders Nate, Do you have an
Shammi Mohamed !
[ I:J “as MNew Hire! 4/15/2016
Jim] sippaeed to hie A sendfReceiveerror | [] B - I + 100%
Answer:

Home tab — Junk — Junk email options — safe recipients — click on “Also trust email from my contacts’

Send / Receive Folder View

= = B @ ~ SearehPeinle s
=1 & | 200, X QR G w50 o o o m P -
s %% Clean Up = calEs = |ET Team Emsil v Done 1 S E Address Book 5
ew  New clete  Reply Reply Forward [5 pore~ | |icd - - - - uJ ategorize Follow tore
Email ltems= S Junk= All &y Junk E-mail Options - s_imran90@&hotmail.com = Y Fitter Email -
New Delete Respond - =% I Tags Find Add-ins A
; % [ Options | Safe Senders [ safe Recipients | Blacked Senders | International| x
4 Favorites [ search Current Maitbox .. B | Currer
@® E-mail from addresses or domain names on your Safe Senders List ‘ January 2019 ’
Inbox 211 o8 will be treated as junk e-mail.
s All Unread By Date * AR i neerereatec arlunc e mal MO TU WE TH FR SA SU
Sentltems 0 Lo W pmm— — om:>
4 Today A Shaamimhatmai.com < | R 3 1 B 3 4 5 6
Deleted ltems 1 aini_nida®hotmail.com B T r . Fr
Muhammad Imran alerts@ezinearticles.com o
Property for sale 12:4 | | | aliabbasawan@gmail.com e ~ 14 15 16 17 18 13 B
. ! Dearimtan Shah, This ist alija36@yahoo.com =
45 imran90@hotmail.com ik alifhza iman@hotacil o Eerare 21 22 23 24 35 26 27
§ amna_shah2008@yahoo.com 28 29 30 31 1 2z 3
4 Inbox 211 Hinsily anwaar.siddiqui@batapk.com e s e
asitzme@live.com 9 10
2019 Slasdegor .5 1| |asmakhan Ta6@hotmailcom o inform you regarding our
Dropbox Gl sl atdit. pfl@gmail com jesct This is to inform you Tuesday
aurangzeb alam @fatima-group.com 2 : .
Flickr 5 bap@aweber.com ng our new projesct This is B:30PM [ This is for test purpose
4 Tuesday bestgirl2003@hotmail.com m you regarding our new
Drafts [1] bintehawa%3@yahoo.com Import from File... S 5
p
sont Instagram blue_paradise_4 men@hatmail.com . | | E This is to inform you
aleht s imrang0, see newpostsfr..  Tuy| | |BUS¥bee0321@yahoo.com v | eportorie. | | ngournew projesct
Deleted ltems 1 See what you may have : J = x
At [JAlso trust e-mail from my Contacts Artange by: Flag: Due Date|Today &
Dropbox [ Automatically add peaple | e-mail to the Safe Senders List TR I
Conversation History Bukhari made changes in y... Tu ype 3 new tas
PR We didn't find anything to show here.
4
November 09 Lnterk
Outbox [1] Instagram
s_imrang0, see new postsf..  Su ‘
Personal 45 Seewhit you mayhove Cancel Apply
RSS Feeds
Glassdoor
Usman Mew Reviews and Salaries .. 1/9/2019
FE I = . .
i I Microsoft Learning -

N B -

+ 100%

Items: 270 Unread: 211

All folders are up to date.  Conneded to: Microsoft Exchange

5.CORRECT TEXT
Send a message to the "Customer Service" contact group that has the subject "Company starts" and
voting buttons labeled "Small "Medium" and Large".
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/ Receive Folder View

Q@ Tell me what you want to do...

=1 ’?—‘ E &5 Ignore x Q 1 [ Meeting Move to: ? 5} To Manager @ 1] |> Search People
il M 2 . v =1 (1]
.4 Clean Up = Team Email Done 5 [%] Address Book
New  New New Delete  Reply Reply Forward I3 More - _ Move Rules OneNote Unread/ Categorize Follow
Email ltems~ Menmee €0 unk~ All 2 Reply & Delete 7 Create New ¥ g - Read 2 up~ Y Filter Email -
Mew Delete Respond Quick Steps i Move Tags Find -~
4 Favorites . Search Current Mailbox (Ctrle£) O | Current Mailbox v ©2 Reply € Reply All (53 Forward |
B30 All  Unread ByDate * Newestd * Shammi Mohamed Mate Sun; Yvonne McKay = 4/15/2016
Sent Items. 2
Dan Wilson Update on Complaints?
Deleted Items 3 Order Number 4/15/2016
Hi Veronica, Thanks for your @ vou responded on Wednesday, January 18, 2018 3:43 PM. o
4 ymckay@contose.com Dan Wilson 1
Inbaox 30 Latest Product Line 4715/2016 Nate,
Drafts [17] Have you seen our latest
et Thars Jinghao Liu Do you have an update on that customer complaint?
Deleted ltems 3 Status Update 4/15/2016
Thanks -- We are almost
Clean Up
Corer-ation Jossef Goldberg
_ Werk update 4/15/2016
Customer Service Thanks, I'm on a call, but |
ke mal Jossef Goldberg
Qutbox Work schedule 4/15/2016
RSS Feeds When are you free for my new
Worklets Shammi Mohamed
Update on Complaints? 4/15/2016
Search Folders Nate, Do you have an |
. o Shammi Mchamed 1
= ﬁ = M New filter 4/15/2016 = |
ems: 18 Unread: 30 Just happened to see A\ Send/Receive error ||} - 1 + 100%
i o Restart Task m
Answer:

Create new message with the above mentioned recipient and subject. Click on Options — Voting buttons
— Custom and then enter Small;Medium;Large (separated by semi colon)
Close the dialog box and click on Send.

Company starts - Message (HTML)

Insert Options Format Text Review @ Tell me what you want to do

B Colors - & | i== & : ; e B [ ]

L EE(_ g% - || Request a Delivery Receipt ; i _, ‘%

Themes 3 Bece | From | Permission | UseVoting [ Request a Read Receipt Save Sent  Delay Direct
x r % Buttons= Item To = Delivery Replies To
Show Fields Permission Tracking 7] More Options F]

| @ Customer Service; | Properties H
=1 - [ 1
Settings Security

It e | Change security settings for this message.

| Bec.. ||
' = 2 Sensitivity

— v‘
| Company starts E

Narmal | security settings... | C
Subject it 2
[l Do not AutoArchive this item

Voting and Tracking options
Use voting buttons Sﬁitmdmmﬁ;d
|:| Request a delivery receipt for this message

|:| Request a read receipt for this message
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