Unit 5 Lesson 3 Using Tasks and Notes
True/False
Indicate whether the sentence or statement is true or false.
____
1.
A task list is an electronic to-do list.
____
2.
The TaskPad is how you get to your contacts from the Outlook Today page.
____
3.
When you click the Tasks folder in the Outlook Shortcuts, the Task Dialog box will open to input the information for a new task.
____
4.
Once you enter a task into your task list and save it, you cannot change the due date.
____
5.
When you send a task request, you may keep a copy of the task on your task list as well as receive a status report when the task is complete.
____
6.
If you accept a task that you received, the task is added to your task list and you become the task owner.
____
7.
If you assign a task to someone else and he/she accepts it, the new recipient becomes the task owner and the task is added to his/her task list.
____
8.
PDA stands for Personal Digital Apparatus which are small hand-held devices.
____
9.
Outlook’s Notes folder is an electronic version of sticky notes.
____
10.
You can use notes to record information about a phone call, reminders about an upcoming meeting, ideas about a report, or anything that you would ordinarily write on paper.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Which are criteria you can set for a task?

	a.
	size
	c.
	difficulty level

	b.
	annoyance level
	d.
	subject


____
12.
Which is NOT a criteria that can be assigned to a task?

	a.
	subject
	c.
	size

	b.
	priority level
	d.
	reminder


____
13.
Which of the following buttons allows you to create a new task?

	a.
	[image: image1.png]



	c.
	[image: image2.png]




	b.
	[image: image3.png]



	d.
	[image: image4.png]





____
14.
Which of the following buttons sends you up one level in a folder?

	a.
	[image: image5.png]



	c.
	[image: image6.png]




	b.
	[image: image7.png]



	d.
	[image: image8.png]





____
15.
Which of the following buttons allows you to send a task request?

	a.
	[image: image9.png]



	c.
	[image: image10.png]




	b.
	[image: image11.png]



	d.
	[image: image12.png]





____
16.
Which of the following options appear in a Task Request?

	a.
	Keep an updated copy of this task on my task list.

	b.
	Send me a status report when this task is completed.

	c.
	Due Date:

	d.
	All of the above statements are true.


____
17.
Which of the following icons means that a task is high priority?

	a.
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	c.
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	b.
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	d.
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____
18.
The New Note button is commonly used on the Notes toolbar, which one is it?

	a.
	[image: image17.png]



	c.
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	b.
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	d.
	[image: image20.png]





____
19.
Which are criteria you can set for a note?

	a.
	size
	c.
	difficulty level

	b.
	annoyance level
	d.
	color


____
20.
Which is NOT a criteria that can be assigned to a note?

	a.
	color
	c.
	categories

	b.
	subject line
	d.
	size


Matching
Match the buttons in the Outlook Shortcuts to their name, description, or function.

	a.
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	e.
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	b.
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	f.
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	c.
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	g.
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	d.
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	h.
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____
21.
Tasks
____
22.
Inbox
____
23.
Contacts
____
24.
Notes
____
25.
Outlook Icon
____
26.
Outlook Today
Match the shortcut keys with what they do.

	a.
	Alt+V,G,T
	d.
	Ctrl+Shift+K

	b.
	Ctrl+N
	e.
	Ctrl+Shift+U

	c.
	Ctrl+Shift+N
	f.
	Alt+F,W,R


____
27.
Send a Task Request
____
28.
Click File, New, Task Request
____
29.
Create a Task
____
30.
Create a Note

