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QUESTION 1

Configure Outlook to include and indent the original message text when you reply to a message.

Correct Answer: See below for solution.

File — options — Mail — Replies and forwards — when replying to a message
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QUESTION 2

Export the contents of the Deleted items folder and its subfolders to a .pst file. Save the file in the Documents folder as
\\'\\'Deleted.pst\\\\'. Do not enter a password.
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Correct Answer: See below for solution.

-File -Open and Export -Import/Export

e oy

Select Export to a file

Impart & VCARD file [vef)
impart an Catenidar [bsh or vCalendar fite fves)
Import trom another program of fike
import R55 Feeds from an OPMLTile
Impart BSS Feeds fram the Comman Faed List

Export Outloak information ta a file for use in

cBock | nNews | | concel

Select outlook data file (.pst)

Select Deleted items folder and make sure include subfolders is selected
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Select outlook data file (.pst)

Select Deleted items folder and make sure include subfolders is selected

QUESTION 3

In the Drafts folder locate the message that has the subject \\\'Workflow for review\\'\\'. Insert the Customer Service
Workflow image from the pictures folder below the body text. Send the message.

Correct Answer: See below for solution.

Locate and open the message. Put the curser at the end of the body text, click Insert tab ?pictures- locate "Customer
Service Workflow" image from the pictures folder. Insert and send.

H © O

File Message Options Format Text

IFNE B (2 B D | Wﬁll4

Attach E}'ﬁrﬁa_@ﬁ:Eusinﬂs Calendar Signature  Table  Pictures anlne Shapes SmartArt Chart Screenshot
File= | Tteém | Card~ * ¥ Pictures: -~ -

Include Tables [Hustrations
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QUESTION 4

In the Tasks folder, locate the W\\'Write the Review Report\\\\' task. Assign the task to \\'\WKim Ralls\\'\\' Set the status to
Waiting on someone else. Do not keep updated copy of the task on your task list. Send the task.
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Correct Answer: See below for solution.

Click on the tasks on the navigation pane and locate the \\'\\'Write the Review Report\'\\' task. Click on assign the task
option. Select W\\'Kim Ralls\\\\' and use the following options.

QUESTION 5

Add the Arrange Meeting tag to the contact W\\'Thomas Axen\\'\\'. Set a start date of today and a due data of tomorrow.
Set a reminder for 9:00 AM tomorrow.
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Correct Answer: See below for solution.

Go to contacts and search the W\ Thomas Axen\\'\\' contact. Add follow up wit+h the following options
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