D11 Outlook 2007
Exercise
1. Create a Distribution list called Outlook Class
2. Include Marcia Palmer palmemb@d11.org , Jan Martin jan@martinbusinessgroup.com  and yourself.

3. Create a Word document that includes the text “This is a sample attachment for Outlook.”  Save the file as Outlook Lesson.

4. Create a new Outlook message.
5. Include your name, class name and class date in the subject line of the e-mail.
6. Attach a copy of the Word file Outlook Lesson to the e-mail.

7. Flag the message as “High Importance” and “Confidential”.
8. Send an e-mail to the Outlook Class distribution list which includes:

a. A template

b. A signature
c. Clipart
