Unit 5 Lesson 2 Using the Contact Folder
True/False
Indicate whether the sentence or statement is true or false.
__f__
1.
Microsoft Outlook uses Access to create address books because it cannot create a address book.
__f__
2.
Microsoft Outlook stores contact information in one place.
____
3.
Outlook is commonly used to store pictures of contacts in the Address book.
____
4.
In Outlook, you have one address book and you cannot separate personal contacts from business contacts.
____
5.
Instant Messaging (IM) lets you “talk” with people in real time by exchanging text messages over the Internet.
____
6.
You can only create one address book in outlook and it is called the Personal Address book by default.
____
7.
An arrow on the Sort By bar shows you what person you have contacted the most recently.
____
8.
Activities have specific start times and do not involve other people.
____
9.
Events appear as a specific block of time on your Calendar.
____
10.
You can apply a label (or color code) to items on your Calendar.
____
11.
And example of a resource is a computer or conference room.
____
12.
You enter meeting specifics when you create a meeting request.
____
13.
If you select Propose New Time when responding to a meeting request, you can choose an alternate time for the meeting.
____
14.
Outlook provides various options for managing the way information is displayed in your Calendar.
____
15.
Outlook can be used to create a big e-mailing list by sorting the contact list and then sending an e-mail to everyone in that list.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
16.
Which of the following buttons is called the New Contact button in Outlook?

	a.
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____
17.
Which of the following buttons is called the Delete button in Outlook?

	a.
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____
18.
Which of the following buttons is called the Properties button in the Contact toolbar?
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____
19.
Which of the following statements is true?

	a.
	The Address Card view allows you to view information in a business card format.

	b.
	The Detailed Address Card view presents contact information in a business card format, but include additional fields such as job title and company name.

	c.
	The Journal automatically records contact activities and places the actions in a timeline.

	d.
	All of the above statements are true.


____
20.
What type of format does Outlook use for phone numbers?

	a.
	###.###.####
	c.
	(###) ###-####

	b.
	(###)-###-####
	d.
	None of the above


____
21.
What is the symbol for an attachment in Outlook?

	a.
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____
22.
Which of the following either lasts 24 or more hours or has no specific start time?

	a.
	meetings
	c.
	appointments

	b.
	events
	d.
	engagements


____
23.
Which of the following is NOT a way you can schedule your time in Outlook?

	a.
	free
	c.
	busy

	b.
	tentative
	d.
	upset


____
24.
Which of the following are options that you cannot send to a meeting request as a response?

	a.
	accept
	c.
	propose new time

	b.
	decline
	d.
	maybe later


____
25.
Which of the following buttons allows you to accept a meeting request with some reservations?

	a.
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Matching
Match the button or picture with its purpose, name, description, or what it represents.
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____
26.
Web information of contact: web page, instant messaging information, etc.
____
27.
Telephone information: business phone, home phone, fax phone, & cell phone.
____
28.
Save and start a New contact
____
29.
Personal Identity of contact: name, title, company name, etc.
____
30.
Save and Close contact dialog box
____
31.
Delete a contact
____
32.
Address information of contact: business address, etc.
____
33.
E-mail information of contact: e-mail address, name displayed for e-mail, etc.
Match the word that makes the sentence true.

	a.
	Contact list
	e.
	Journal

	b.
	Personal Address Book
	f.
	Sort bar

	c.
	Address Card view
	g.
	Contact

	d.
	Detailed Address Cards


____
34.
____ is a place to store personal contacts and distribution lists to keep them separate from business-related contacts.
____
35.
The ____ contains information about everyone you have added to your Contacts folder.
____
36.
____ present contact information in a business card format but include additional fields such as job title and company name.
____
37.
The ____ allows you to sort contacts based on different information (i.e. first name verses last name).
____
38.
In the ____ folder, you can store the contact’s name; company and job title; business and home address; business, home, mobile, and fax numbers; e-mail addresses; and other important information that you might use to stay in touch with someone.
____
39.
The ____ automatically records contact activities and places the actions in a timeline.
____
40.
By default, Outlook displays contacts in ____, which presents information in a business card format.

