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QUESTION: 1

Mark works as a System Analyst for Blue Well Inc. He uses Microsoft Outlook for messaging
and e- mailing. MS Outlook has been configured to use an Exchange account. He wants to send a
meeting request to the employees of his department. He uses a distribution list named colleagues
to send the meeting request. However, he wants to remove the name of Mr. James Thompson
from the recipient's list. Choose and reorder the required steps that he will take to accomplish the
task. Select an item from the right pane. Click button to move the selected item to the left pane.
Click button to move the item back to the right pane. Click and buttons to sort the list, if

required.
Lorract stens o Choopsefrombere
| al Type the distribution list name
— - |Click the envelope icon or the left.
|Click on the Scheduling tab,
bt L \Click the plus icon an the left,
=G |Click the drop-down list on the laft,
[Create the meeting request,
Select the Don't send meesting 1o this attendse aption,
|Click the asterisk icon an the l=ft
€ ¥ € ¥
Answer:
'.::I.'.‘ e b ; Choose from here
Create the meeting request, JJ Click the drop-dawn list on the =,
Type tha distribution list name | Click the asterisk icon an the left,

Click or the Scheduling 1ab

Click the plus izon on the left | |
Click the envelops ican on the left, [
Selzct the Don't send meeting to thiz srtendse option.

QUESTION: 2
David works as a Support Analyst for White Well Inc. He uses Microsoft Outlook for messaging
and e- mailing. MS Outlook has been configured to use an IMAP account. He wants to print the

calendar that comprises the details of a single month. He wants to ensure that the calendar
acquires the following properties:

1. Inits layout it prints two pages.

2. It prints the details from 9 A.M. to 5 P.M.

3. The paper source of the paper in the Manual Paper Feed.

4. Orientation landscape.

5. Reverse the position of the right and left section of the header and footer so that the
information in the left section on an even page is printed in the right section on an odd page.

6. The size is sheet booklet.
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What actions will he take in the Page Setup dialog box to accomplish the task?

Fﬁge Setup: Daily Style

e
Style name!  Daily Style
Formak I Paper I HeaderFooter I
Preview:
— 1
—Options —Fonks

Laynut: |1 pagesday j Date headings
Include: W TaskPad |24 B TEltenve QFDM

[+ Motes area (blank) Appointmerts

[+ Motes area (lined) I8 pE. Tahoma Font
Print from: |8 A M. hd
Print to: 8P - el

[+ Prink using gray shading
Cancel Ok PrintPreview Print

Answer:

Page Setup: Daily Style

21

Style name: |Da||y Style
Format ] Paper I Header{Footer l

Header:

& pt, Times Hew Roman Faont

Fooker:
& pt. Tahorna Font |

[User Mame] [Page #]

[Date Printed]

H|E|=| 2| e

v Reverse on even pages

Cancel ‘ OK | PrintPreview ‘ Print

QUESTION: 3

You work as a Security Officer for ABC Inc. You use Microsoft Outlook 2007 for messaging
and e- mailing. MS Outlook has been configured to use the Exchange account of the company.
You compose an e-mail that describes the security policies of the company. You send the e-mail
to the CEO of the company. However, the message will not be received and you receive an e-

mail message "l did not get the message™" from the CEO. You want to send the e-mail again to
the CEO. Choose and reorder the required steps to accomplish the task.
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Cofsger ctaps Chced Pamithr__
=] [C0CE TR Send Button
—_—— Click the Aesend This Meszsge option

Thi message #indow sppaars.

== Doubke-click @ miessage that a user wants [0 resend.
Ir the Mal pane, click the Sent [Hems folder

Click the Forward ophion.

Click the Other acticrs optian

Click the Recall This Me=sage option

Answer:

-'llll&_:_ 11 ] hs from bere

............

|trs thez tad pane, click the Sent [ters foldar, " Chck tha Forward option.
Douihkerclick: a rressaga that a user wants (o nesend. Chck tha Paral This Massags option
The mes=sge window =ppear=

Click the Other Achors optan

Click the Resand This Messaga aptan.
Click the Eand button

I.-
w
-
Bl

QUESTION: 4

You use Microsoft Outlook 2007 for messaging and e-mailing. MS Outlook has been configured
to use an IMAP account. You receive various e-mail messages. You want to ensure that Outlook
prompts you the following message before exiting the Outlook:

_;: Brg yYou Fune wOu wWant to permanently delebe al the kems and subfolders in the Teleted Rems® folder?

If you press the Yes button, all the contents of the Deleted Items folder will be deleted. If you
press the No button, all the contents of the Deleted Items folder will not be deleted. Which of the
following actions will you take to accomplish the task?

A. Change the auto archive settings of Outlook.

B. Change the send/receive settings of Outlook.

C. Change the message handling settings of Outlook.
D. Change the general settings of Outlook.

Answer: D
Explanation:

By changing the general settings of Outlook, you will be able to force Outlook to use the dialog
box to decide whether to delete the contents of the Deleted Items folder or not. In order to
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accomplish the task, you will have to select the Empty the Deleted Items folder upon exiting
checkbox in the General section on the Other tab.Take the following steps to empty the Deleted
Items folder:

1. Click on the Tools menu. Click the Options option.

olz  action:  Help
ZEN/Recehe Fl

[ratank Search k
LWl addressBook..  Chil+Shift+B
) Crganize
[F1 Aules and Aerts.,
Femi b Clean o,
fal Emphe Deleted tems” Folder
Eami k
fMacra k|
Lot S ethings..,
Truzt Centen.,
CuUsto e
Sphona..

E-mall foan Properties..,

Scan forvirues..

2. The Options dialog box appears. Click on the Other tab.

Mptions EH
Frefererces | mad senn | MatFoemat | spebing [ ocber |
E-mail
«. Thangesthe sppesrence of messages and bhe weey they ars hand=d,
I—-‘]' Al Emal DT E-mal Cptiors. .. |

Calends

j Customiza the appearance of e Cabendar,
r;hsfa.trunﬁw: [15 mives i B

z Change the appearance of tasks.

Flemrcer fme: [Eo0am =l et options..

Corkacks and Nokes

s'_ Change defaulke s=ctings for corkarts, joumal, and notes.

LE| contact gptions.., | duenalopoons... | watsaptions.., |
Saarih

p Thanae the setbings For ndesing and search,

Search Cptions. ..
mobie

T Thangs the sektings For mebis notficetion and s saging,
_'_J Mobfcators. .. I flobid= Opbons... i

ot | e | mne |

3. Under General, select the Empty the Deleted Items folder upon exiting checkbox. Click the
Apply button then click the OK button twice.
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Oplions 7] ]
Preferences F mMal Senp | MalFormet | Speling  Cther |

General

| the Deleted ens falder Upon extng:
'[&? ¥ fake Outdook, the dsfauk program for E-mail, Corkacks, and Cdendar,

Advanced Dptiors, . I
Aubodr ki
fMeneges mabor 5oz by delsting old tens or moving them o an achive file

--| S| and by dedating aspirad tams,
Autpdrchivs, I
Crathock, Panes

o|m| Customize optiors for the Outnok Fanes. Nayigstion Pare... I
Esedrg Pare.. . I
To-Da Bar.., I

Ferson Hemes

‘% TCistiet crfine slebine n=sl o & peran b=
= S g e R R R e e g o el 1

o
e e o g ot e

O I cancel | Anpky |

Answer option A is incorrect. By changing the Auto Archive settings of Outlook, you will be
able to specify the settings of e-mails when they expire, that is, when they pass their aging
period. You can also set the delete options for e-mails when they expires. However, you want to
decide either to delete the contents of the Deleted Items folder or not while exiting Outlook in
the given scenario. For example, if you want to force Outlook to delete all the items that are
older than three months, this option is used. A user can set the auto archive settings by using the
Auto Archive button on the Other tab of the Options dialog box.

| mmlmmluimm'mq ‘)
ararad - X
[CIE T ] T e pe—p—— #

= ke ook e ek prograns o £, Contacts, ard Ceder,

L Augshrthen
‘gl s makes B b debstvg £ Bari s e e e Bl 4
S e g o ed e

. Dotk P

Custmmins pariane b P Dutiood ares. Huimticn: Pasas| !

d
beadngfae,, | £
¥

Ve P }
e S i SO e s S 7

Answer option B is incorrect. By changing send/receive settings of Outlook, you will be able to
specify the default send/receive settings. However, there is no such setting which is used to
accomplish the desired task. For example, if you want to ensure that Outlook always downloads
e- mail headers of a specific e-mail account, this option is used. A user can set the send/receive
settings by using the Send/Receive button on the Mail Setup tab of the Options dialog box.
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Answer option C |s incorrect. By changing the message handling settings of Outlook, you will be
able to specify to Outlook how to deal with incoming and outgoing e-mails. However, there is no
such setting which is used to accomplish the desired task. For example, if you want to remove
extra line breaks in plain text e-mail messages, this option is used. A user can set message
handling settings by using the E-mail Options button on the Preferences tab of the Options dialog
box.

E!immluwimlml 3
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QUESTION: 5

You work as a System Analyst for White Well Inc. You use Microsoft Outlook for messaging
and e- mailing. MS Outlook has been configured to use a POP3 account. You want to achieve
the following goals:

1. View the first three lines of the messages in the main Outlook window so that you can scan the
messages and preview their contents without opening them along with the sender's name and the

subject line.
.| v CEEED

tock Tamy = Sswchlae o L L (= L
st e fll o] bt L e I I

=] Deepika.. Sales Frif. 4EH
i it pirreiche ity Fweeend i el prodhects. or deecen i i P eceey of |
Dt G nqmmﬂ'cmm-:fiwwmn] i
Ty kT, v thet vl has [T |
=] a_ i Frid, |
e a1 ol W b s s S eiee ! g, derele
f Dnspdis.., Bukabel Fidll iR ¥
= Duspis ... Buik Figil_ Tem |
P g Ao o Y TS ¥

2. Display a row at the top of a table for entering new items.
3. Hide the divider information between the preview pane and item list.
What actions will you perform in the given dialog box to accomplish the task?
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it her Setbings

Cu% h=adings o
Fard Gk, Tehoma B autnmetic colomn si@ng Q

~Roks
b gy in-cal ecicing

Fonl | [Pz Uit I Show "rise ke row

HuboPrevies

— AEERTRR & Presdes allib=ms
on . Tahoma :
S " Prevdes unraad ikems

Moy AubaPreviam

Gnd In=s
Gnd Ine ste: | Dashes | Preven |:|
and I color: -] F mhadagroup headings

Praviesw Pana
¥ Show Frevies Pans

" Hide header information

Answer:

Othier Sektings

h‘- Column headings

: » QK I
Fonit | IB pt. Tahoma [+ ftomatic cobamn sizing
— e |

Cancel

¥ llosw in-cel sdiing

Font I”‘":T b Show "ness em” row
dukoPresvies ¢
" Prevdia dll kams
Font | IB pt. Tehoma T Ot
% Brevigw urreed kems

7 Mo koPredak

—Grid ings

cridling syl |Dashes B Preize: I:l
T —— 1.I I+ Shade group haadings:

Previ=s Pane
¥ Show Preszs Pane

ke i ke informetion

Explanation:

In order to accomplish the given goals, Mark has to select the following check boxes/radio
buttons: Select the Preview unread items radio button to view the first three lines of the messages
in the main Outlook window so that you can scan the messages and preview their contents
without opening them along with the sender's name and the subject line. Show "new items" row
radio button to display a row at the top of a table for entering new items Hide header information
check box to hide the divider information between the preview pane and the item list.

QUESTION: 6
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You work as an Office Assistant for PHD Inc. You use Microsoft Outlook 2007 for messaging
and e- mailing. MS Outlook has been configured to use an Exchange account. You work with
different Outlook data files and e-mail accounts. You want to create a new e-mail profile named
Outlook12 to store information about the user name, display name, e-mail server name, and
Internet service provider (ISP). Choose and reorder the required steps to accomplish the task.

a| Thas fickd Maw E-Psl Accrant diaing bos sppesrs
1 Type & names Tor the profle, and Ehen oboh e 9K buiton
CCH [P Add Dulton.
=] ﬂ w=hck the Haxi Qutton
Chck tha Showm Dmfles bution
Chck tha Fnuah button.
iSpec Y the Med rebes o select the Marualy configure =2
In te Conorol Pans sndow, dick tha kel con.
In e Control Parel sndow, dck the Leer doogunts con
ok Comiml Daned
hick tha Start button,
faBck fhes Data Files button
SpeCfy Thi fedd rabms. Chok the RiGHT Curlan

Answer:

[ Bat kb | |
|Elick Contml Parel.
|1 the Cartrel Rens wincow, chick Ehe s isan
|etick the Show Profkes: batton |
|ciick tne Add cutton
Type & name for the prafis, and then click the o6 butinn
add hew E-Hal acoour diskog brs appess
ify Chie Thed valies o sekect 0a Manualy confouie o
t buiibor

T ol Panel windom, chok Che Laer ACCOUNTS Ko -
Click the Data Files Duiton

|Sp=cify the Takl valuss, Cloh The Mest bucton
|Click ma Firish Burion.

Explanation:

In order to accomplish the task, you will have to take the following steps:
1. Click the Start button.

2. Click Control Panel.

3. In the Control Panel window, click the Mail icon.

4. Click the Show Profiles button.

5. Click the Add button.

6. Type a name for the profile, and then click the OK button.

7. The Add New E-Mail Account dialog box appears.

8. Specify the filed values or select the Manually configure server settings or additional server
types check box.

9. Click the Next button.

10. Specify the field values. Click the Next button.

11. Click the Finish button.

QUESTION: 7

You use Microsoft Outlook 2007 for messaging and e-mailing. MS Outlook has been configured
to use an IMAP account. You receive different e-mails and other e-mail items. You want to see a
summary of appointments, a list of tasks, and total number of e-mail messages in the Inbox
folder. You have to make Outlook Today the default page of the Outlook screen. The Outlook
Today page provides a preview of a day. Choose and reorder the required steps to accomplish
this.
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Answer:
Camect stans Craoda from hers
(=" DJJI:nI Todwy icon an the Masgabior Pans Chek: the Qutiosd Today kon o the P ading Fans.
Click the l:.,_b,.. ira Quiloak Today bekbon, _— Chck on the Tools meno
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Explanation:

In order to accomplish the task, you will have to take the following steps:

1. Click the Outlook Today icon on the Navigation Pane.

2. Click the Customize Outlook Today button.

3. Select the When starting, go directly to Outlook Today check box.

4. Click the Save Changes button.

The Outlook Today page is used to provide a preview of a day. By using Microsoft Outlook
Today, a user can see a summary of appointments, a list of tasks, total number of e-mail
messages in the Inbox folder. A user can make the Outlook Today page the default page for
Outlook by using the Outlook Today icon. .

QUESTION: 8

You are creating an appointment. The appointment comprises some private information. You
want the appointment to repeat its work on a daily schedule. You also want to ensure that the
start time and the end time are June 12, 2008 and June 13, 2008, respectively. To achieve the
desired result, you have to click an option in the Options group. Mark the option in the image to
accomplish the task.

o s
Lafhmm: B Gy -l % i[d i Pruete
- ’ ! High mporance
L Remifcer 15 minues - fECWTERCE. Time  Categoree :
Zanes - 4§ lowImportance
Sipthans £
Answer:
thuwh: W Busy - 1'-3- g ﬂa I Froate
o ¥ HighImporsnce
i mif i = Remurence] Time  Catégorlze
i e i I::ml.s e B LowsImportance
Cpklans
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Explanation:

The Recurrence option in the Options group is used to schedule recurring appointments by day,
week, or month. Take the following steps to create a recurring appointment:

1. Click the New button. Select the Appointment option from the drop-down list.

&! Edt “iews ©Go  TJools fOchons H

e ) G G S Benhe . S Reply
1 0 Meil Mezsage Chri+
1 Post in This Folder Cirl+ Shifte 3
T4 Foldar., Cirl+ Shift=E
ol Search Folder... CErlt Shift+P
il Haulgation Pare shortout,,
TH Appointaert ChisShift+ A
{ = Meeting Reguest Chr+ Shifts)
45 Contack Crl+Shift+C
§  Distibution List b+ Shirte L
& Tazk Chrl+ Shiftsk
i3l Task Request Ct+ Shift+ U
B Journal Entry ChrleShitt+)
| Hote ki Shifts B
¥3 IntmmetFaz CETle Shifee s
j Choose Fom..,

'LE

Chaose InfaFath Farm.. Chd= Shifks T

Cgtlook Dats File..,

2. The Appointment window opens. Click the Recurrence option in the Options group.

Lo B
P |
| g |t PiekTet | Gevdoo
e o P = —~ g o Eraris . 2
h.i El - Thosa iz |l By o L f.r.ll
K Pekte L" - | = R, Yy
Sk i TR ikt | i s 5 RET! Trm Cxiegoriva tiirng || g
‘Aten fureons L Fora i) | ITSRYRARR T it o TR B Lo S e kb et
o poe = PisUg |

3. The Appoitnment Recurrence dialog box appears. Specify the settings, and then click the OK
button.

Appontment Recurrence

+ dppointment bme

E [ ]|

T e —

Carabion: Wﬂ
 Rscumreros psttem

ey Reor every II werk(s) on:
ey ompdey [ madar [ Tesdsy [ wechesds

CMontly O heesdse [ ORidy T ssturday
T gk

~Range of recurrence

Sty |Thug) 122002 i |  Hgend date

™ End after: |10 DCOLETENCES

C End b |ThaSL4/2008 =l
[ ar | o | mereverenmn |
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4. In the Actions group, click Save & Close.

T W :
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QUESTION: 9

You use Microsoft Outlook 2007 for messaging and e-mailing. MS Outlook has been configured
to use an IMAP account. You want to ensure that Outlook stores all the e-mails and post items
into the Personl folder. The folder is located under the Quarantine folder. Which of the
following actions will you take to accomplish the task?

A. Create a Search Folder.

B. Customize the To-Do Bar.
C. Create a Contact.

D. Create a mail folder.

Answer: D

Explanation:

Mail folders are used to group and organize e-mails and other items to find specific e-mails
quickly. Take the following steps to create a mail folder:

1. Click on the File menu. Point to New, and then click the Folder option.

Eile | Edit ﬁe& o Igul: Ackiona  Help

My E (54 Hail Message Ctr+ M
Open ¥ | #J  PostinThis Folder i+ Shirts 5
Close All Ttems 4 Foider.. CtA+ShifttE
o Zearch Falder., Chel+ Zhifte P

Atarhiment L Hayigation Pane Shorbouk.,
Falder ¥ —f_l'l Sppointment CErl+ Shift+ &
Coets File Mansgzment... _:’1 Mesting Peguest kA= Shift+ g
m@or and Expart.. &y Coract CEri4 Shifte C
Epchibee,., & Distribution List Cirl+-Shift+L
Fage Setup ¥ | Tak e+ Shifte k.
. gl Taik Request Col+ Shifts L
& Erint. Crlep | & Lowmal Bty CErl4 shifte |
Wark fline el Hote Cirl=Shift=H
Eut W3 InternetFax Ctri+Shifte s

E L &l lams =2l Chgoze Form,

|8 Categorized hail E_} Choose InfoPath Fom..  CH+SkifteT
L@ Large Wanl
L& Unireed Mail Crutlook Crets Eil=..,

2. The Create New Folder dialog box appears. Specify the name of the folder, location and other
selections. Click the OK button.
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3. The newly created folder will be appeared to its desired location.
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Answer option A is incorrect. A Search Folder is a virtual folder, which is used to provide a view
of all e-mail items that match specific search criteria. For example, the Important mail Search
Folder allows a user to view all high importance messages from one location even though the
messages may be located in different Mail folders. The following are the three default Search
Folders in the

Navigation Pane:

1. Categorized Mail: This folder contains the e-mails that have been assigned a color category.

2. Large Mail: This folder contains the e-mails that are larger than 100 KB.

3. Unread Mail: This folder contains the e-mails that are marked as unread.
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Answer option C is incorrect. Contact is used to link with a person, inside or outside of an
organization, about whom a user can save several types of information, such as street and e-malil
addresses, telephone and fax numbers, and Web page URLs. In Outlook 2007, each contact is
displayed as an Electronic Business Card. Answer option B is incorrect. A To-Do Bar is a feature
of Outlook 2007 It helps a user to manage and handle tasks, appointments, and other events. A
user can show/hide a To-Do Bar. A user can also customize the To-Do Bar, so that it displays
only the information that a user wants to see. In the To-Do Bar, a user can accept/decline
meetings, quickly access the full Calendar, add new tasks, categorize, rearrange, and change the
dates of tasks. With the new To-Do Bar, users may never leave their Inbox. It helps users to
better prioritize their time. The To-Do Bar contains the following four parts and each part can be
turned on/off:

1. The Date Navigator

2. The Appointments section

3. The Task Input Panel

4. The Task list

QUESTION: 10

You work as a System Analyst for Blue Well Inc. You use Microsoft Outlook 2007's calendar
for scheduling events and other Outlook items. MS Outlook has been configured to use an IMAP
account. You want to share the information of the calendar to other users. However, you want
the other users to view and share the calendar information in the Overlay mode. Which of the
following actions will you take to accomplish the task?

A. Use the Share My Calendar option.
B. Open a shared calendar.

C. Publish the calendar.

D. Send the calendar via an e-mail.
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Answer: D

Explanation:

By sending the calendar via an e-mail, you will be able to send the calendar as an Internet
Calendar called a Calendar Snapshot. The calendar appears within the body of an e-mail
message. However, all the Office Outlook 2007 users who receive the Calendar Snapshot can
choose to open the calendar as an Outlook calendar. Doing so can display the Calendar Snapshot
and the current calendar in side-by-side mode or calendar overlay mode. Recipients of Calendar
Snapshots do not receive the changes that you make to the calendar until you send them a new
Calendar Snapshot. This is a better way because it does not require any extra burden of switching
the views because it opens the calendar in the Overlay mode by default. To see different
calendars in the Overlay mode, you will have to take the following steps:

1. In the Navigation Pane, select the check boxes of the calendar you want to appear.

2. Click the icon on each calendar tab. The calendars will appear in the Overlay mode.

x l=ridsr — Celendar in Perzonal Folden o dinga i Fead

Answer option A is incorrect. The Share My Calendar option is used to share the default
calendar of Outlook. By sharing the calendar, you can share the default Exchange Calendar with
other user. However, it is required to have an exchange account. The recipient receives an e-mail
notification that you have shared a Calendar. You can also request that the recipient share his or
her Exchange Calendar with you. If you want to share a calendar that you have created and that
is not the default Calendar, in the Navigation Pane, right-click the calendar name, and then click
Share calendar name. You can also view the calendar in the Overlay mode after sharing it but
you have to switch the view. Answer option C is incorrect. You can publish the default Office
Outlook 2007 Calendar to Microsoft Office Online and control who can access your calendar on
Office Online. Publishing an Internet Calendar requires neither the publisher nor the user to use
an Exchange account. However, you want to view the calendar in the Overlay mode and this
setting requires an additional burden of requests and receives. Answer option B is incorrect. You
can open a shared calendar, if and only if you have an Exchange account. You can open another
person's default Exchange Calendar if the person has granted you permission to do so. If the
other person who's Calendar you want to open has not granted you permission to view it,
Outlook prompts you to ask the person for the permission you need. If you click Yes, a sharing
request e-mail message opens automatically. It requests the person to share his or her Calendar
with you and also provides an option to share the calendar with him or her.

QUESTION: 11

You are composing an e-mail in Microsoft Outlook 2007. In Microsoft Outlook 2007, the
Information Bar provides information about each e-mail. You have an image of the main
window of Outlook 2008. Mark the area which represents the Information Bar.
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Explanation:

The Information Bar provides information about a specific e-mail. It provides information such
as subject, recipient's name, category, size, etc. Each e-mail comprises its own Information Bar.
A user can use the Information Bar to get a quick view about all the e-mails.

QUESTION: 12

Mark works as a Technical Assistant for Blue Well Inc. He uses Microsoft Outlook 2007 for e-
mailing and organizing information. MS Outlook has been configured to use a POP3 account. He
wants to categorize the contact of the Director of the company by using the green color category.
By using the color category, he can easily and quickly identify the contact. He clicks on the
Tools menu and selects an option from the list. Mark the option to accomplish the task.
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Explanation:
A color category is used to identify an e-mail message from the message list. A user can assign
more than one color category to a message, task, contacts, and other items.

QUESTION: 13

David works as a Support Analyst for White Well Inc. He uses Microsoft Outlook for messaging
and e- mailing. MS Outlook has been configured to use an IMAP account. He works in the
Message view of the Inbox folder. He wants to change the view of e-mails so that they appear as
shown in the following image:
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To accomplish the given task, he has to group the e-mail items by using the Group By dialog

box. What actions will he take to group the e-mail items as shown in the given image?
Gowgy _________ HEH|

[T aukemencaly group sccording ba sirangement [’
+ laroup ems by |
|0 nat archive = 7 Ascerdng Qﬁancel
[ Show Fel in viess b st Clzar &l |
Than by
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Than by
Dus by =| 7 sendim
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I |5t bk i e & | hescencng
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Explanation:

Grouping is a process of creating a group of Outlook items that have something common
between them. For example, all the e-mail messages from a specific sender or tasks that are
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flagged. After creating a group, a user can expand or collapse the group headings to display or
hide the items they contain.
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The Expand /collapse buttons are available on group headings to expand or collapse the Outlook
items. A user can create a group on those items that are in a view based on a table or a timeline
view type. When a user creates a group by a field that can contain more than one entry, such
items may appear more than once in the table or timeline. If a user creates a group that was
grouped by the Categories field and an item has two categories, such as Hot Contacts and Ideas,
the item is listed under both the Hot Contacts group heading and the Ideas group heading.
Although he can see the item more than once, it exists as only one item. Any changes he makes
to one instance of the item are stored with all instances of the item. By creating a group a user
can find and navigate an Outlook item easily. In order to accomplish the given task, firstly David
has to group the e-mail items by From field, then by Created field, and then by Subject field.
After selecting the fields in the Group By and Then By drop-down lists, he has to select the
Ascending radio button next to the each Then By drop-down list. In order to open the Group By
dialog box, David has to take the following steps:

1. Click on View > Current View > Customize Current View.

2. The View Summary dialog box opens. Click the Group By button.

QUESTION: 14

Sam works as a Technical Assistant for Blue Well Inc. He uses Microsoft Outlook 2007 for
messaging and e-mailing. MS Outlook has been configured to use a POP3 account. The Inbox
folder of Outlook contains some confidential and personal e-mails of Sam. He wants to exclude
all the e-mails that are located in the Inbox and contains "hello” word in the subject field or
message body. Which of the following actions will you take to accomplish the task?

A. Use Favorite Folders Pane.
B. Use RSS Feeds.

C. Run Instant Search.

D. Create a Search Folder.

Answer: C

Explanation:
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Instant Search is a tool, which is used to quickly find e-mails in Microsoft Office Outlook 2007.
It is located in the Instant Search pane. It is always available in Mail, Calendar, Contacts, Tasks,
Notes, Folder List, and Journal view. Instant Search uses Microsoft Windows search components
to search a specific criteria. A user can enable/disable the Instant Search Pane by using the
Options option in the Tools menu. .

Ins=tant Swarch Fane

| Bent [tems |

L

How to use Instant Search to find a message?
Answer option B is incorrect. RSS stands for Really Simple Syndication. It is used to create
blogs, news, and other contents. RSS is used to create contents and make information available
to subscribers. RSS contents can be downloaded automatically by the subscribers.
Answer option D is incorrect. A Search Folder is a virtual folder, which is used to provide a view
of all e-mail items that match specific search criteria. For example, the Important mail Search
Folder allows a user to view all high importance messages from one location even though the
messages may be located in different Mail folders.
The following are the three default Search Folders in the Navigation Pane:
1. Categorized Mail: This folder contains the e-mails that have been assigned a color category.
2. Large Mail: This folder contains the e-mails that are larger than 100 KB.

Mail *

Farouite Folders
Mail Fosbiens
LAl il Bems -
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‘al Deleted ems
A Dradts [7]
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L g Junk E- mail |-
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,._fk’nt Fems H\\‘
E Search Folders )
BN Thems
3 Categorized Ma
\ S Lerge rail }
A Unread M.'.:I/
¥ A defyastavnds

F
| MAail

3. Unread Mail: This folder contains the e-mails that are marked as unread.

Answer option A is incorrect. Favorite Folders Pane is a pane located on the top of the
Navigation Pane. It stores a copy of the Inbox, Sent Items, etc. A user can add, remove, and
arrange folders in the pane. A user can collapse or expand the pane by clicking the arrow in the
Favorite Folders header.
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QUESTION: 15

Mark works as a Support Analyst for Soft Well Inc. He uses Microsoft Outlook 2007 for
messaging and e-mailing. MS Outlook has been configured to use an IMAP account. Whenever
Mark sends an e-mail, recipients of the e-mail see only a part of the name, i.e. "Mark". He wants
to ensure that the recipients of an e-mail see their full name, i.e. "Mark Smith" in the Information
Bar of the e-mail. Which of the following actions will he take to accomplish the task?

A. Edit the Account Settings.

B. Create a new e-mail account with the name "Mark Smith".
C. In the From field, type the name "Mark Smith".

D. Add the Quick Part that contains the full name of Mark.

Answer: A

Explanation:

To display the full name, Mark has to edit the name in the e-mail account settings. By editing the
e- mail accounts settings, a user has to change only the user name field. Take the following steps
to change the display name that e-mail recipients see:

1. Click on Tools > Account Settings.
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2. 'I:he Account Settings dialog box will open. On the E-mail tab, select an e-mail account, and
then click the Change button.
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3. The Change E-mail Account dialog box will open. Under User Information, in the Your Name
box, type the name, and then bclick the Next button.
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4. The Add New E-mail Account dialog box will open. Click the Finish button..
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Answer option C is incorrect. By changing the From field, Mark will not be able to send any e-
mail because the From field contains only e-mail addresses. Answer option D is incorrect. A
Quick Part that contains the full name of Mark cannot be used in the given scenario because the
Quick Part will be added to the body of the e-mail message. However, Mark wants to ensure that
the recipients of an e-mail see the full name of the sender, i.e. "Mark Smith" in the Information
Bar of the e-mail. A Quick part is used to insert a reusable piece of content such as name,
properties, etc., to an e-mail message. Answer option B is incorrect. To create a new e-mail
account, Mark will have to specify the outgoing server, incoming server, account name, e- mail
id, and other different information, which is a time taking process. By editing the e-mail account
settings, he has to change only the display name of "Mark" and he will be able to accomplish the
task efficiently.

QUESTION: 16

You are composing an e-mail. The e-mail comprises some confidential information. Now you
want to ensure that the start date of the e-mail will be June 12, 2008 and due date will be June
13, 2008. Which of the following actions will you take to accomplish the task?

A. Use RSS Feeds

B. Use Follow Up

C. Use Reading Pane
D. Use Navigation Pane

Answer: B
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Explanation:

Take the following steps to add a flag Follow Up:

1. Open a message. In the open message window, click on the Message tab. In the Options
group, click Follow Up, and then click Custom.

2. The Custom dialog box appears. Specify the start and due date. Click the OK button.

Answer option A is incorrect. RSS stands for Really Simple Syndication. It is used to create
blogs, news, and other contents. RSS is used to create contents and make information available
to subscribers. RSS contents can be downloaded automatically by the subscribers. Answer option
C is incorrect. Reading Pane is a window of Microsoft Outlook 2007. It is used to preview
messages and attachments. It is also used to review information of a message. A user can turn off
Reading Pane by using the View menu. It is necessary to view a message carefully and safely in
Reading Pane.

Answer option D is incorrect. The Navigation Pane is a column that appears on the left side of
the Outlook window. It comprises folders and panes such as contacts, tasks, etc. The contents of
the Navigation Pane change according to the current view (such as Mail view, etc.) of Outlook.
A user can control the view of the Navigation Pane. The following image depicts the area of
Navigation Pane in the Outlook window:

QUESTION: 17

David works as a Support Analyst for White Well Inc. He uses address books of Microsoft
Outlook 2007 to save the address lists. MS Outlook has been configured to use an IMAP
account. David is searching an e-mail address of an employee. He wants to ensure that Outlook
finds all the e-mail addresses that are not in a local address book or a corporate-wide directory.
Which of the following types of address books will he use to accomplish the task?

A. Internet directory services (LDAP)
B. Outlook Address Book

C. Third Party Address Books

D. Global Address List

Answer: A
Explanation:
The Internet directory services uses the LDAP (Lightweight Directory Access Protocol) to find

e-mail addresses that are not in a local address book or a corporate-wide directory. These
services require network connectivity to connect to the LDAP server.
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Answer option B is incorrect. The Outlook Address Book is created automatically and contains
the contacts in the default Contacts folder that contains e-mail addresses or fax numbers. It does
not require using a Microsoft Exchange account. Answer option D is incorrect. The Global
Address List contains the name and e-mail addresses of an organization. The Global Address
List is automatically configured with an Exchange account. It can also contain e-mail addresses
for external contacts, distribution lists, conference rooms, and equipments. David can download
the Global Address List for offline use. Answer option C is incorrect. David can add third-party
address books to Outlook by using the third- party provider's Setup program. Outlook displays
third-party address books in the Additional Address Book Types list. David wants to search an
address. However, third party address books are used to store address.

QUESTION: 18

David works as a System Analyst for Blue Well Inc. He uses calendar of Microsoft Outlook
2007 for scheduling events and meetings. MS Outlook has been configured to use an Exchange
account. The calendar is scheduled to use the USA holidays. The company decides to remove the
birthday holidays of Martin Luther King and Lincoln from the annual events schedule of the
company so that these days will not be treated as holidays. David wants to update the calendar
schedule according to the new schedule. Which of the following actions will he take to
accomplish the task?

A. Delete the holidays by using the Customize Current View option of the Current View list.
B. Remove the holidays by switching the view to the Annual Events view.

C. Modify the view of the calendar by using the Define Views option.

D. Delete the holidays by switching the view to the Events view.

Answer: D

Explanation:

By using the Events option of the Current View list, David will be able to delete the birthday
holidays of Martin Luther King and Lincoln from the Outlook's calendar schedule. In order to
accomplish the task, David has to switch the calendar's view to Events view. Take the following
steps to delete a pre-defined holiday from an Outlook calendar:

1. Click on View > Current View > Events.
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Answer option B is incorrect. By switching the current view to the Annual Events view, David
will be able to view all the birthdays, anniversaries, special occasions, and other all day events
that he has defined to be recur yearly. However, he wants to delete some specific holidays from
the calendar. He will not be able to delete the required holidays. Answer option C is incorrect.
By using the Define Views option, David will be able to modify the currently used view by
changing the field format, resetting the view, and copying the view of the calendar. However,
David wants to remove some selected holidays from the calendar's schedule. Answer option A is
incorrect. David will not be able to delete a specific holiday by using the Customize Current
View option. It is used to change the fields format, to specify the filters settings, to specify the
auto formatting settings, and to specify the sorting criteria of a specific calendar. If David wants
to change the settings of fields, this setting is used.

QUESTION: 19

You are working in Microsoft Outlook 2007. You compose an e-mail and mark the importance
of the e-mail to high. The Information Bar of the e-mail shows an icon that describes the e-mail
has high importance. Mark the appropriate icon that shows high importance of the e-mail.
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Answer:

The level of importance of an e-mail message indicates whether the e-mail needs the recipients'
attention quickly or can be read later. Recipients see a visual indicator in their inbox if an e-mail
comprises a high importance setting. A user can also enable the e-mail recipients to sort
messages by importance. A user can set the e-mail importance level by using the Options dialog
box launcher. In Outlook, following are the three importance levels:

1. High

2. Normal

3. Low

The icon indicates that the e-mail has high importance level. Take the following steps to set the
importance level of an e-mail:

1. Open a message, and click the Options dialog box launcher.

iz
il

8

- -y

2. The Message Options dialog box appears. In the Importance drop-down list, click the desired
option. Click the Close button.

QUESTION: 20

Kevin works as a Support Analyst for White Well Inc. He uses Microsoft Outlook 2007 for
messaging and e-mailing. MS Outlook has been configured to use an IMAP account. He creates
a .pst file named "Read". However, the file does not appear in the Navigation Pane. He wants to
ensure that the name of the folder that is associated with the data file appears in the Folder List.

Choose and reorder the required steps he will use to accomplish the task.
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QUESTION: 21

You work as a Sales Officer for Red Well Inc. You use Microsoft Outlook 2007 for messaging
and e- mailing. MS Outlook has been configured to use an Exchange account. You are replying
an e-mail, which was sent by the Manager of the company. In Microsoft Outlook 2007, a
signature will automatically be added to the e-mails. However, you want to stop including a

signature to the reply/forward message. Choose and reorder the required steps to accomplish the
task.
rect St
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QUESTION: 22

Mark works as a System Analyst for Blue Well Inc. He uses Microsoft Outlook for messaging
and e- mailing. MS Outlook has been configured to use an Exchange account. When he uses the
right mouse button to drag the contact of Mr. Henry Watson to the Calendar icon, a shortcut
menu appears. He selects an option from it. After selecting the option a window opens and the
blank area of the window comprises the following icon. If he clicks the icon he will be able to
view the contact information:
% B
Herry Wakson
Mark the option in the following image of the shortcut menu, which he has selected to display
the given icon.
L;E A Hend Mesting
Copry Here a5 Appoinkment: vath Teat
Copry Here as Appointment vath Shortut

Doy Here ss Apporkmenk vath Stbschment
Wicwe Hers a5 &ppaintment wich Sttachment

Caneel
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Answer:

Addrass New Mazting
Copy Hare &5 Appointment: with Teat
Copy Here &5 Appointment vath Shortbout

[ oy Here 2s spperimen with ttachmert
Phovsa Heta a5 Appointment wich Attadomant
Cancel

Explanation:

The Copy Here as Appointment with Attachment option is used to create a new appointment
item with the contact as an attachment. By using this option, Mark will be able to link the contact
to an appointment. By creating contact links, Mark will be able to look up information about his
contacts very easily. The Contact links are reciprocal. If Mark uses the Copy Here as
Appointment with Attachment option, the given icon will be displayed in the blank area of the
window. Take the following steps to link a contact to other Outlook items:

1. Select a contact and use the right mouse button to drag it to the Calendar icon.

Cutone. [ )l P Corpury T i
‘£§ =} CourtryfRagon 1 jnora) | L2 tama)
Cattock Todu = ]
Ed | com |ty cor
|"A?: T ]
Eﬂ' B | Endicogues Cale ogrrrs
Calesl L] ] [Padegrtoins ool TroaAeE
5 Sk ek
ﬁ | | emd | [Tl
Corimas B _'I' e | ey
[ K] el Al Fiimp g
ﬁ" E | o Woehtioseitioh Frdmiztentinm
!Ju M. il davenl s, |, woatly -n-L.thr

. P ™

2. A shortcut menu appears select an option from it. According to the selected option an action
will be fired.

! ke Wiy Maling
Copy Here a fppoint menk vt Text 1

F Copy Hers & Appointment vt Shorbot |
Ciops Heve o Appoirtment with stadhment
o Here 85 Apgasinbrrent seth At i henert

B e

QUESTION: 23

Mark works as a System Analyst for Blue Well Inc. He uses Microsoft Outlook for messaging
and e- mailing. MS Outlook has been configured to use an Exchange account. After one month,
Mark turns on the AutoArchive feature that archives the Outlook items for all the e-mail folders
he uses. However, nothing is archived into the archived location. Which of the following actions
will he perform to resolve the issue?
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A. Use the Customize option to change the AutoArchive feature.
B. Turn on the Global settings of AutoArchive feature.

C. Turn on the Per-folder settings of AutoArchive feature.

D. Change the Advanced options of the AutoArchive feature.

Answer: B

Explanation:

It is necessary to turn on the Global settings of AutoArchive to enable the archiving feature. In
the given scenario, Mark must turn on the Per-folder settings. However, he does not turn on the
global settings of AutoArchive. To turn on the Global Settings, Mark has to select the Run Auto
Archive every n days check box.

Take the following steps to apply global/default settings of AutoArchive:

1. Click on Tools > Options.

Tk |

-----

| e i
2. The Options dialog box opens. Click on the Other tab.

PF
Fm'emﬂ:u-i |mpm|m|5xm@

'Z.I:-

E-nusd

3.'Click the AutoAfchivé buttoh'.
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1

t

:‘y Viraam el it by dsietig obd 825 o pairare] thea b oy |
v et [l anc by dsisng s Sams
|

]

i

o i R i

4. In the AutoArchirv-é"digiBgnjrrk-).ox, select the number of days from the drop-down list next to the
Run AutoArchive every text box to specify how often to run AutoArchive. Select the desired
options to apply and click the OK button.

Trirviem e
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Note: Click the Apply these settings to all folders now button, to apply the changes to all folders
that currently use the default settings. These settings will not override custom archive settings
that have been specified on individual folders.

QUESTION: 24

You are composing an e-mail message. You want to send the e-mail. You have to click the Send
button. However, the message window does not contain the Send button. Which of the following
is the cause of the issue?

A. The e-mail is a junk e-mail.

B. A signature is added.

C. The e-mail account is not created.
D. The e-mail is marked as read.

Answer: C

Explanation:

It is necessary to create at least one e-mail account to make the Send button visible. In Microsoft
Outlook 2007, the Send button is not be available if an e-mail account is not created. Answer
option B is incorrect. The Send button will not be affected by the use of a signature. An e- mail
signature is a collection of text or pictures that are automatically added to the end of an outgoing
e-mail message. Answer option A is incorrect. The Send button will not be affected by a junk e-
mail. Junk e-mail is an unwanted e-mail. It is a single e-mail broadcast to thousands of unknown
recipients. A user cannot use the address of the sender. Answer option D is incorrect. The Send
button will not be affected if a user marks an e-mail as read.

QUESTION: 25
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Mark works as an Office Executive for Blue Well Inc. He uses Microsoft Outlook 2007 for
messaging and e-mailing. MS Outlook has been configured to use an Exchange account. He
receives an official e-mail that comprises some attachments. However, the e-mail is saved in the
Junk E-mail folder. The e-mail is converted into the plain text format, and any links that it
contains are disabled. He wants to move the e-mail out of the Junk E-mail folder to the Inbox. He
also wants to ensure that its original message format is restored, and any links are enabled. He
has to click an option on the Message tab of the Junk E-mail message window. Mark the option
he will use to accomplish the task.

% Mriage Ueveigaar
53 . " =] 1
1 : B e i - . Y *
- -r-l - }( ! | g = =
eple Porwurd | Deiete Moo © Eether ar Cabrgonipr Frtre: Blect w1
1 bl
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Answer:

A user can move a junk e-mail from the Junk E-mail folder by using the Not Junk option in the
Junk E-mail group. Take the following steps to mark an e-mail as Not Junk:

1. Open the e-mail, which a user want to mark as Not Junk.

@ Junk E-mall ) Wil e Plw
Y0 [ 8 Fram Subject R d sk CatBganies |
= Daker Thursday
[ Depwasn, Paditle _ Thwetsmma. sm |
8] [rabrz Lual Werk
= Daker Treo Weeks Ago
i deepky HMon 272000, 4B l.l__, Ped Cakeg.,
i GmailTesm Gl is difeent H:.e'shl[:f.numrdw knous Mon HE0E .. TiB
| = Digher Cilden

2. In the message window, click the Not Junk button in the Junk E-mail group.

]
ﬁg"’ Ie=1sage Dieweloper

o e (&
18 ‘I.I i & x W S IR B 1-' ) 8 sate Lists -
R=ply Reply Fonward Celete Mows to Creste  Obther Block _"]Nut itk
ta Al Falder= Rule  Actions = || Sender
Rezpond Actlon s Junk E-mall G
QUESTION: 26

Peter works as a Support Analyst for White Well Inc. He uses Microsoft Outlook 2007's business
cards to save the contact information of an identity. MS Outlook has been configured to use a
POP3 account. Peter opens the contact, and he wants to send his business card to other users in
such a way that only the .vcf file of the contact will be available to the recipients. Which of the
following actions will he take to accomplish the task?

A. Send the business card in the plain text format.
B. Send the business card in the PDF format.
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C. Send the business card in the Internet format.
D. Send the business card in the Business Card format.

Answer: C

Explanation:

If Peter sends his business card in the Internet format, the recipients of the e-mail will receive the
contact as the .vcf file. The recipients can open the .vcf file and save that information to their
contact lists. In order to accomplish this, Peter has to click drop-down arrow of the Send button
in the Actions group and select the Send as Business Card option.

Lienc

Answer option D is incorrect. If Peter sends the business card in the Business Card format, the
recipients of the e-mail will receive the contact as a business card with images and a .vcf file.
The recipients can open the .vcf file, which contains the contact information that they can save to
their contact lists. However, he wants only the .vcf file of the business card to be sent. Answer
option A is incorrect. Peter is unable to send the business card in plain text format because there
is no such feature available in any opened contact window for sending a business card in plain
text format. A user can include the business card in an e-mail as a signature and then send it as a
plain text message. However, the pictures, formatting, and background of the business card will
be lost. Answer option B is incorrect. Peter is unable to send the business card in the PDF format
because there is no such feature available in Outlook 2007 for sending a business card in the
PDF format.

QUESTION: 27

David works as a Support Analyst for White Well Inc. He uses Microsoft Outlook for messaging
and e- mailing. MS Outlook has been configured to use his account. He creates a rule "Redirect"
with the action Redirect it to people or distribution list. After creating the rule he realized that he
missed the e-mail address of his manager in the rule. He decides to modify the rule by using the
rules wizard. However, the Modify button is NOT available to modify the rule. Which of the
following actions will he perform to accomplish the task?

A. Switch to IMAP account.

B. Switch to Exchange account.

C. Change E-mail Options settings.
D. Change the Rules Wizard Options.

Answer: B
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Explanation:

If David has created the rule with the action Redirect it to people or distribution list, this rule can
only be run on Microsoft Exchange Server accounts and on the server. In Microsoft Outlook, it is
necessary to use the Exchange account to modify the rule that contains the Redirect it to people
or distribution list action. In order to modify the rule, he has to switch to the Exchange Server
account, and then take the following steps:

1. Click on Tools > Rules & Alerts.

2. Click the Modify button. Apply the required actions and click the OK button twice.

Answer option A is incorrect. By switching to IMAP accounts, David will not be able to modify
the rule. If a rule is created by using the Redirect it to people or distribution list action, it will be
modified by using the Exchange account. By using an Internet Message Access Protocol (IMAP)
account, David can have access to the mail folders on the mail server and can store and process
mail without downloading it onto the local computer on which he is working. Thus, he can use
different computers to read his messages irrespective of where he is. An IMAP account saves
time because David can view the headers of the e-mail messages, such as the sender of the
message and the subject of the message, and then decide whether to download the message or
not. Answer option C is incorrect. By changing the e-mail options settings, David will not be
able to modify the rule that contains the Redirect it to people or distribution list action. If David
wants to process the read and delivery receipt whenever a new e-mail arrives, this setting is used.
Answer option D is incorrect. By changing the rules wizard options, David will not be able to
modify the "Redirect" rule. If he wants to import and export some rules from other resource, this
option is used.

Options [=]
Impark and e=part
[port o export your ruies b and From previoo s wersong
of Ptk
Export Fules. .. I Trpork Plules. . |
Rules Uporade
A& TECOMTENT Ghat You Upokate vaur rles far bether
FPEETDITanC e, LNESS o al=a w=e a orewiols wersan af
Oitonk
Lagracs Maw
K | Zancel |

Jack works as a Support Analyst for White Well Inc. He uses Microsoft Outlook 2007 for e-
mailing and organizing information. MS Outlook has been configured to use a POP3 account. He
wants to ensure that Outlook always uses the Sunflower theme format while composing new e-
mail messages. He has to open the Options dialog box and click a button. Mark the button in the
following image to accomplish the task.
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Answer:

The Stationery and Fonts button is used to specify the fonts, theme, color, and background styles

for e-mail messages. Take the following steps to change the default format of all e-mail
messages:

1. Click Tools > Options.
Togls | Actiord  Help
Send/Raceive v
Tnstant Search o
Addreis Book.  CHIS SRS B

ol
Ty Organige
|ii Rul=: and &lerts... |

rizilbaz Clearnu pu.

&)

Emply "De lebed [tema® Falder
Forms r
Maro ¥
Accaunt Setings..

Trusk Center...

Lustamize, .,

Qphions., |

E-miail Scan Froperties. .,

SCan Tor Virses.,

2. The Options dialog box will open. Click on the Mail Format tab.
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3. On the Mail Format tab, click the Stationery and Fonts button.
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4. The Signatures and Stationery dialog box will open. Click the Theme button.
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Signatures and Stakionery
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5. The Theme or Stationery dialog box will open. Select a theme, and then click the OK button.
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6. Click the Font button under New mail messages.
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Sigmatures and Stationery
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7. The Font dialog box will open. Select a font style, and then click the OK button.
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8. Click the Fonts button under Replying or forwarding messages.
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9. The Font dialog box will open. Select a font style, and then click the OK button thrice.
Fonk E

Foor ] haracter Spacing |

Fank: [% Faric doyle Slzet
[Erial El=ck [t
&dobe Garamand ProBold a] [reguar <] [2 fl
fgency FE 1 |lt4ic El
Slgerian Eald 10
arial Bald Iralc
- j 12 LI
Fork color Undarkna ste Undarkna coloe
|_1J | ﬂ | Hio ko :[
Effiacts
[+ strkethrough I shadoy [+ smal caps
[+ Double strikethrough ¥ Qudine [+ alceps
[¥ Superscript ¥ Embioss [+ Hidcen
[+ Subscripk F Engrave
Fraview
Sample Text

caulk Ok I Coanzl |

The Internet Format, International Options, Editor Options, and Signatures buttons cannot be
used in the given scenario. The Internet Format button is used to specify the rich text or plain
text format for the Internet Recipients. The International Options button is used to specify the
encoding, international domain, and Internet protocols for e-mail messages. The Editor Options
button is used to specify the popular, proofing, and advanced settings of Outlook. The Signatures
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