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	Questions (Microsoft Outlook)
_____________________________________________________
Outlook Assessment Questions - Please attempt all questions
You will have 7 Questions (1 Mark per Question), with 15 minutes for the Assessment - Best of Luck

	
1. Open Microsoft Outlook. 
Create an email Signature with your First name and Surname in.
Title the signature My Signature. Save.

2. Create a New Email. Address it to trainer@optimatraining.ie   
Use Question 1 as the subject. Write Your Name in the body of the email and Send.

3. Create a New Email, address it to trainer@optimatraining.ie ;
CC (Copy) info@optimatraining.ie on the email
Use New Course as the Subject and write your name in the body of the email.
Send with High Importance. 

4. Open the email from your inbox with the Subject Course Schedule from your inbox. Save the attachment FAR Dates Update back to your desktop folder.

5. Create a New Email, address it to trainer@optimatraining.ie
Use assessment as your email subject attach the Excel File assessment and Word File Optima Training you created earlier and send it.


6. Schedule a meeting in the Calendar for Tuesday 11th November 2025 from 14:00 to 15:00 with the Meeting Title Training Meeting_YourName
Invite S.Landers@OptimaTraining.ie in the Required Field 
Send.

7. Create a New Email, address it to trainer@optimatraining.ie 
Use Assessment 2 as the subject and write the following in the body of the email:
Use a bullet point for each word, so that the 5 words are on their own line
For Monday, Tuesday and Wednesday – bold text 
For Thursday and Friday – unbold text and change to Arial font type and size 14. Include your Full Name and Send.
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