Unit 5 Lesson 1 Managing Messages
True/False
Indicate whether the sentence or statement is true or false.
____
1.
Outlook allows you to manage e-mail messages, contacts, tasks, and appointments all from one location.
____
2.
The navigation tool that enables you to link with other items within Outlook is the Outlook Bar.
____
3.
A selected message in your Inbox will appear in the Preview pane at the bottom of your screen.
____
4.
To display a message you double-click it in the Inbox.
____
5.
Clicking Send/Receive will manually transfer messages in your Outbox to your server.
____
6.
Outlook allows you to create and store only four signatures on your computer.
____
7.
You can apply one stationary theme to all outgoing messages.
____
8.
You can send attachments in only specified file formats.
____
9.
The Current View option is found on the View menu.
____
10.
It is a bad idea to move messages out of your Inbox into specially created folders for storage.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Outlook is designed to help you manage which of the following?

	a.
	appointments
	c.
	recipes

	b.
	socks
	d.
	your love life


____
12.
Which of the following buttons links you to a daily, weekly, or monthly view of your scheduled appointments?

	a.
	[image: image1.png]4]

Contacts




	c.
	[image: image2.png]&

Outlook Today





	b.
	[image: image3.png]xxxxx




	d.
	[image: image4.png]





____
13.
Which of the following icons are found on the Outlook Bar?

	a.
	[image: image5.png]@

Deleted Ttems.




	c.
	[image: image6.png]&

Outlook Today





	b.
	[image: image7.png]xxxxx




	d.
	All of the above


____
14.
Which of the following buttons activates Outlook’s electronic address book?

	a.
	[image: image8.png]NNNNN




	c.
	[image: image9.png]aaaaaaa





	b.
	[image: image10.png]4]

Contacts




	d.
	[image: image11.png]





____
15.
Which of the following links are NOT found on the Outlook bar by default?

	a.
	[image: image12.png]



	c.
	[image: image13.png]&

Outlook Today





	b.
	[image: image14.png]aaaaaaa




	d.
	[image: image15.png]@

Sent Items






____
16.
Which of the following buttons will print a selected message?

	a.
	[image: image16.png]



	c.
	[image: image17.png]




	b.
	[image: image18.png]



	d.
	[image: image19.png]





____
17.
Which command allows you to send a response to just the sender of your selected message?

	a.
	Reply
	c.
	Forward

	b.
	Reply to All
	d.
	Sender Special


____
18.
The command to set a new signature can be found of the ____ tab of the Options dialog box.

	a.
	Preferences
	c.
	Mail Format

	b.
	Mail Setup
	d.
	Other


____
19.
Which of the following message formats allow you to use stationary?

	a.
	HTML
	c.
	Rich Text 

	b.
	VBA
	d.
	Plain Text


____
20.
When you click Send, which of the following happen?

	a.
	The recipient automatically receives the message

	b.
	The message is deleted

	c.
	The message opens in Microsoft Word for editing

	d.
	The message either goes to the server or into your Outbox.


____
21.
Which of the following buttons inserts an attachment to your message?

	a.
	[image: image20.png]



	c.
	[image: image21.png]




	b.
	[image: image22.png]



	d.
	[image: image23.png]





____
22.
Which of the following views is not preset in Outlook?

	a.
	Message Timeline
	c.
	By Sender

	b.
	Messages
	d.
	By Keyword


____
23.
Which of the following is NOT a way you can search for e-mail messages?

	a.
	category
	c.
	read/unread

	b.
	importance
	d.
	color


____
24.
The three levels of importance in Outlook are:

	a.
	low, medium, high
	c.
	low, normal, high

	b.
	cold, warm, hot
	d.
	blue, white, red


____
25.
Which of the following format saves your messages in the simplest way?

	a.
	Text Only
	c.
	Outlook Rich Text

	b.
	HTML
	d.
	Message Format


Matching
Match the following word/phrase with the most appropriate question below.

	a.
	e-mail
	e.
	e-mail server

	b.
	LAN
	f.
	productive

	c.
	Outlook Today
	g.
	accounts

	d.
	Inbox
	h.
	management


____
26.
A computer that forwards, retrieves and stores electronic messages on your behalf is known as a(n) ____.
____
27.
The page that often opens first when you start Outlook is ____.
____
28.
Proper use of Outlook should help make your day more efficient and ____.
____
29.
A group of interconnected computers within an organization is known as a Local Area Network, or ____.
____
30.
Electronic messages sent from one interconnected device to another is known as ____.
____
31.
Outlook is designed as a personal information ____ application.
____
32.
To use Outlook you must first have an established e-mail ____.
____
33.
New e-mail messages generally come into the ____ in Outlook.
Match the following word/phrase with the most appropriate question below.

	a.
	Inbox
	e.
	Folder List

	b.
	views
	f.
	Outlook Bar

	c.
	sort
	g.
	messages

	d.
	Preview Pane
	h.
	customize


____
34.
Outlook includes numerous ____, or window displays, that allow you to display information in different ways.
____
35.
The ____ which contains groups of shortcuts, is a navigation tool that enables you to link to other items within Outlook.
____
36.
You can ____ messages in your Inbox in a variety of different ways, including received data and topic.
____
37.
By default ____ in your Inbox are displayed chronologically.
____
38.
A list of folders available in your mailbox that you can use to navigate between various Outlook objects is the ____
____
39.
The ____ is where you receive, store, and organize your e-mail messages.
____
40.
There are several different ways you can ____ the way you view the messages in your Inbox.
Match the following word/phrase with the most appropriate question below.

	a.
	views
	c.
	Tools

	b.
	customize
	d.
	Current View


____
41.
Outlook allows you to ____ your view based on what you think is important.
____
42.
The ____ option on the View menu gives you many preset view choices.
____
43.
The Organize command on the ____ menu allows you to organize your folders in a variety of ways.
____
44.
Outlook provides a wide variety of ways to ____ the information in your folders.
Match the following word/phrase with the most appropriate question below.

	a.
	archive
	e.
	HTML

	b.
	default
	f.
	Outlook Rich Text

	c.
	Archive folder
	g.
	file format

	d.
	Text Only


____
45.
Outlook will AutoArchive old messages after a set number of days by ____.
____
46.
____ format saves message content, as well as message formatting and can be viewed with a Web browser.
____
47.
____ format saves content but no formatting.
____
48.
____ format saves the content of your messages as well as some formatting, and can be understood only in certain Microsoft Office programs.
____
49.
When you archive a message, Outlook automatically creates a(n) ____ and will copy your archived items there.
____
50.
From Outlook, you can save messages to a hard drive in several different ____.

