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Outlook 2003 – Basic level

Questionnaire


	Full name
	
	
	Company
	


Objective :

This questionnaire is essential to let us know your level of knowledge of Outlook 2003 software and then let us form homogeneous groups for training. 

This questionnaire is divided in two parts. It recapitulates questions related to basic functionalities of an e-mail service, and then deals with advanced functionalities.

Basic functionalities are necessary for any user of an e-mail service software who wants to use properly the e-mail messages sending functionalities and use the different options. You need to master them to learn advanced functionalities.

Advanced functionalities include additional functions of the software such as calendar, notes, tasks…

	BASIC FUNCTIONALITIES
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Use the toolbars icons at the top of the screen
	(
	(
	(
	(

	Use the interactive toolbars with the arrows 
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	(
	(
	(
	(

	Use customized menus with partial display
	(
	(
	(
	(

	Modify and restore a toolbar
	(
	(
	(
	(

	Use Outlook help with the Office assistant 
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	(
	(
	(
	(

	Use the Outlook today function
	(
	(
	(
	(

	Use the options of the Outlook today function
	(
	(
	(
	(

	Show or hide the  display pane
	(
	(
	(
	(

	Use and parameter the junk e-mail filter
	(
	(
	(
	(

	Send a message 
	(
	(
	(
	(

	Send a Carbon Copy mail
	(
	(
	(
	(

	Use the Blind Carbon Copy function
	(
	(
	(
	(

	Use the Global Address Book to have the list
	(
	(
	(
	(

	Receive a message
	(
	(
	(
	(

	Replying to a message
	(
	(
	(
	(

	Forward a message to another recipient
	(
	(
	(
	(


	Use an automatic signature in a message
	(
	(
	(
	(

	Set multiple signatures
	(
	(
	(
	(

	Attach a Word 2003 or Excel 2003 file to a message
	(
	(
	(
	(

	Save an attached file when receiving the message
	(
	(
	(
	(

	Request a delivery receipt for a message
	(
	(
	(
	(

	Request a read receipt for a message
	(
	(
	(
	(

	Request a read receipt for all messages
	(
	(
	(
	(


	E-mail additional
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Create a personal address book
	(
	(
	(
	(

	Send a message with an e-mail address
	(
	(
	(
	(

	Save an e-mail address in the personal address book
	(
	(
	(
	(

	Reply to all recipients
	(
	(
	(
	(

	Use the tracking options
	(
	(
	(
	(

	Flag a message as important
	(
	(
	(
	(

	Change the text font or size
	(
	(
	(
	(

	Make text bold, italic or underlined
	(
	(
	(
	(

	Use the underline option  
	(
	(
	(
	(

	Change the text alignment (left, center, right, justified)
	(
	(
	(
	(

	Make a paragraph indent
	(
	(
	(
	(

	Insert a bullet and delete it (repetitive symbol)
	(
	(
	(
	(

	Recall a message
	(
	(
	(
	(

	Forward a message
	(
	(
	(
	(

	Use the Out of Office command
	(
	(
	(
	(

	Automatically forward messages while out of the office
	(
	(
	(
	(

	Sort messages
	(
	(
	(
	(


	CALENDAR
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Use the calendar
	(
	(
	(
	(

	Use the calendar multiple views
	(
	(
	(
	(

	Select options (hours and work days) 
	(
	(
	(
	(

	Add holidays in your calendar
	(
	(
	(
	(

	Remove holidays in your calendar
	(
	(
	(
	(

	Create an appointment
	(
	(
	(
	(

	Sort an appointment by category
	(
	(
	(
	(

	Make an appointment recurring
	(
	(
	(
	(

	Move an appointment in the same day
	(
	(
	(
	(

	Move an appointment to another day
	(
	(
	(
	(

	Schedule an event
	(
	(
	(
	(

	Schedule a recurrent event
	(
	(
	(
	(

	Organize a meeting and invite people
	(
	(
	(
	(

	Reply to a meeting request
	(
	(
	(
	(

	Recognize the different symbols of the Inbox
	(
	(
	(
	(

	Format a calendar
	(
	(
	(
	(

	Print a calendar
	(
	(
	(
	(


	CONTACTS
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Create a contact
	(
	(
	(
	(

	Arrange a contact
	(
	(
	(
	(

	Forward a contact
	(
	(
	(
	(

	Use the different contact displays
	(
	(
	(
	(

	Print contacts
	(
	(
	(
	(


	TASKS
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Assign a task to yourself
	(
	(
	(
	(

	Assign a task to someone else
	(
	(
	(
	(

	Reply a task request
	(
	(
	(
	(

	Follow a task progress
	(
	(
	(
	(


	E-mail and options
	Knowledge

	
	Yes
	Partial
	No
	Do not know

	Create a distribution list
	(
	(
	(
	(

	Make a conditional formatting of the messages
	(
	(
	(
	(

	Insert an appointment or a contact in a message
	(
	(
	(
	(

	Add the sent time to a message
	(
	(
	(
	(

	Use the Organize function
	(
	(
	(
	(

	Use the Search function
	(
	(
	(
	(

	Use the managing messages assistant to give rules
	(
	(
	(
	(

	Use rules to deal with absences 
	(
	(
	(
	(

	Use the Inbox rules
	(
	(
	(
	(

	Create folders
	(
	(
	(
	(

	Store a message in a folder
	(
	(
	(
	(

	Rename a folder and delete it
	(
	(
	(
	(

	Group messages
	(
	(
	(
	(

	Use filters
	(
	(
	(
	(


	OUTLOOK 2003 and the web
	knowledge

	
	Yes
	Partial
	No
	Do not know

	Use the WEB toolbar
	(
	(
	(
	(

	Display a WEB page
	(
	(
	(
	(

	Send a WEB page
	(
	(
	(
	(

	Read receipt of a message
	(
	(
	(
	(

	Use the WEB pages shortcuts on the outlook bar
	(
	(
	(
	(

	Use Favorites
	(
	(
	(
	(

	Organize an online meeting with Net meeting
	(
	(
	(
	(

	Use the icalendar function
	(
	(
	(
	(

	Use Word as your e-mail editor
	(
	(
	(
	(

	Create tasks in Word 2003
	(
	(
	(
	(


	calendar
	knowledge

	
	Yes
	Partial
	No
	Do not know

	Transfer an appointment 
	(
	(
	(
	(

	Show appointments by category
	(
	(
	(
	(

	Sort appointments
	(
	(
	(
	(

	Use filters
	(
	(
	(
	(

	Save as a WEB page
	(
	(
	(
	(

	Publish the calendar on the WEB
	(
	(
	(
	(


	Contacts
	knowledge

	
	Yes
	Partial
	No
	Do not know

	Create a contact in the same company
	(
	(
	(
	(

	Import and export contacts
	(
	(
	(
	(

	Use the contact follow-up
	(
	(
	(
	(

	Send a message to a contact
	(
	(
	(
	(

	Search for contacts
	(
	(
	(
	(

	Mail Merge command
	(
	(
	(
	(


	tasks
	knowledge

	
	Yes
	Partial
	No
	Do not know

	Create recurring tasks
	(
	(
	(
	(

	Use the status report
	(
	(
	(
	(

	Use tasks views
	(
	(
	(
	(

	Use tasks in the calendar
	(
	(
	(
	(


	notes
	knowledge

	
	Yes
	Partial
	No
	Do not know

	Create a note
	(
	(
	(
	(

	Delete a note
	(
	(
	(
	(

	Transfer a note
	(
	(
	(
	(

	Notes options
	(
	(
	(
	(


	miscellaneous
	knowledge

	
	Yes
	Partial
	No
	Do not know

	Create a group in the Outlook bar
	(
	(
	(
	(

	Rename or delete a group
	(
	(
	(
	(

	Create a folder
	(
	(
	(
	(

	Move a folder
	(
	(
	(
	(

	Show or hide the list of folders
	(
	(
	(
	(

	Change a field display
	(
	(
	(
	(

	Delete a field
	(
	(
	(
	(
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