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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.

Correct steps Choose from here

jﬂ Type the distribution list name.
Click the envelope icon on the left.

Click on the Scheduling tab.
jﬂ Click the plus icon on the left.
Click the drop-down list on the left.
Create the meeting request.

Select the Don't send meeting to this attendee option.
Click the asterisk icon on the left,

< > < >
Answer:

CD:Erect steps Choose fraom here

Create the meeting request. JJ Click the drop-down list on the left,

Type the distribution list name. Click the asterisk icon on the left.

Click on the Scheduling tab.

Click the plus icon on the left. JJ
Click the envelope icon on the left.

Select the Don't send meeting to this attendee option.

QUESTION 2

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-malil
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.

Colject steps Choose from here
;'ij Click the Send button.
Click the Resend This Message option.
The message window appears.
LI:J Double-click a message that a user wants to resend.
In the Mail pane, click the Sent Items folder,
Click the Forward option.

Click the Other Actions option.
Click the Recall This Message option.




Answer:

CDrréct steps

In the Mail pane, click the Sent Items folder.
Double-click a message that a user wants to resend.
The message window appears.

Click the Other Actions option.

Click the Resend This Message option.

Click the Send button,
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QUESTION 3

Choose from here
Click the Forward option.
Click the Recall This Message option.

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.

Correct steps
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Answer:

forrect steps

Click the Start button.

Click Contral Panel.

In the Control Panel window, click the Mail icon.

Click the Show Profiles button.

Click the Add button.

Type a name for the profile, and then click the OK button.
The add Mew E-Mail Account dialog box appears.

Specify the filed values or select the Manually configure se
Click the Mext button.

Specify the field values. Click the Next button.

Click the Finish button.

< >
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Explanation:

Choose from here

The Add New E-Mail Account dialog box appears.

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

Click the Next button.

Click the Show Profiles button.

Click the Finish button.

Specify the filed values or select the Manually configure se
In the Control Panel window, click the Mail icon.

In the Control Panel window, click the User Accounts icon.
Click Control Panel.

Click the Start button.

Click the Data Files button.

Specify the field values. Click the Next button.

< >

Choose from here

In the Control Panel window, click the User Accounts icon.
Click the Data Files button.

£ ] »

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 4

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.

What actions will he take in the Page Setup dialog box to accomplish the task?

I:Rge Setup: Daily Style EE
Style name:  Daily Style

Format ] Paper I Headet [Footer ]

—Preview:
— || OO
— Dptions —Fonts
Layout: |1 page/day j Date headings
24 pt. Tah Font
Include: ¥ TaskPad I pt. lanoma
v Motes area (blank) Appointments
k¥ Motes area (ined) IB pt. Tahoma Font

Print from: |8 A M. -
Prinkt Eo: 8 P.M. - L

¥ Print using gray shading

Cancel (874 PrintPreview Print

Answer:



Page Setup: Daily Style

Style name: |Daily Style
Faormat I Faper I Header/Footer I

Header:

|E| pt. Times Mew Roman Font |

Foater:

|E| pk. Tahoma Font

[User Name] [Page #] [Date Printed]

) 2 |azl 2] e

v Reverse on even pages

Cancel Ok PrintPreview Print

QUESTION 5

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:

Microsoft Office Outlook E3

EE Are you sure you want to permanently delete all the kems and subfolders in the "Deleted Items"” 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?

Change the auto archive settings of Outlook.
Change the send/receive settings of Outlook.
Change the message handling settings of Outlook.
Change the general settings of Outlook.

oow»

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 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.

_[f\eols ‘ Actions  Help

Send/Receive »
Instant Search >
[} Address Book... Ctrl+Shift+B
%4 Organize
_}j Rules and Alerts...

Mailbox Cleanup...

5] Empty "Deleted Items” Folder

Forms »
Macro »
Account Settings...

Trust Center...

Customi
c Options... >

E-mail Scan Propetrties...

Scan for Viruses..,

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



T 7|
Preferences | mai Setup | Mail Format | Speling

E-mail

: Change the appearance of messages and the way they are handled.
» E-mail Options... I

Calendar

Customize the appearance of the Calendar,

IV Default rem’fger: |15 minutes LI Calendar Options.., |

Tasks
= [ Change the appearance of tasks.

Reminder time: |3=UU AM _'_I Task Options. .. |

Contacts and Motes

8 | Change default settings for contacts, journal, and notes.
Contact Options... l Journal Options. .. | Note Options... |

Search
p Change the settings for indexing and search,
Search Options... l

Mobile

Change the settings for mobile notification and messaging.

Motifications. .. I Mobile Options... |

OK I Cancel | Apply I

3. Under General, select the Empty the Deleted Items folder upon exiting checkbox. Click the
Apply button then click the OK button twice.



Options El

Preferences | Mail Setup | Mail Format | Spelling  Other I

General

; my the Deleted Ttems Folder upon exiting. =

"‘-‘%ﬂ [V Make Outlook the default program For E-mail, Contacts, and Calendar.

Advanced Options. .. |

AutoArchive

and by deleting expired items.

=

-.@ Manages mailbox size by deleting old items or moving them to an archive file
=)

AutoArchive. .. I

Qutlook Panes

Customize options for the Outlook Panes. Navigation Pane. .. I

Reading Pane... I

To-Do Bar... |

Person Names

I Display online status in the To and Ge fields only.when mouse
pointer rests or.a persarn name

| OK I Cancel Apply

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.
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. ¥ Empty the Deleted Rews folder upon exiting
“ [V Maske Outhook the dafau program for E-mad, Contacts, and Calendar.

Autolechive

<ol Managas malbox size by deleting old Rems or moving them to an archive fila
=d  and by deleting expired Rems,
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Outlook Panes

Customize options Foe the Outiook Panes. Navigotion Pane... |7

' I P
Readng Pane <

4

To-Do Bar.,. )
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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.

Data Files

& Changs sattings for the files Outiook uses to stora Daka Fies, .,
e-mal messages and documents.

‘f/-/’J'/I// A L e Ve S e Y o SV T S el

| e miiyim el
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Answer option C is 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.

Change the appoarance of messages and the way are handled.,

= Junk E-mad, ., | E-mad Options.., 2

,j cmmm«mdmcm
 Defaukreminder:  [15 mens, x| Calendar Options... ,P

St A S it S s S A v s /"4"// e



QUESTION 6

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.

4

Look for: v Searchin« Irbox Find Now Optiors » 3
Bt D0 Fom | Subject Received Sze 5.0
[ 8 Deepika.. Sales Fri9/. 4KB p
A 2ale is the pinnadle activity involved in seling products or services in return for money or Y

other compersation, It is an act of completion of 3 commercial activity (1] s

The "deal is dosed”, means the custoaer has consented to the oduct ... b

) Deepika... Hello Fri9/.. 2kB l
Hello wahis up Send the business assigrements Presenataions <end> ‘

)  Deepka... hdahd Fri9jl... 2B ¥

® Deepida ... helo Frigfl... 2¥B |

D" 4 L R o un S OF A A AR i f P00 P AN, PR pa A

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?

Other Settings 2] X] l
—Colul,;m headings
[k oK

Font I |8 pt. Tahoma Iv Automatic column sizing —I

Cancel

—Rows
— Iv allow in-cell editing
. Tahoma
M I £ I show "new item" row
— AutoPreview

I+ preview all items
Font I IE pt. Tahoma i i
" Preview unread items

I~ No AutoPreview

—Grid lines

Grid line style: |Dashes

[v shade group headings

Ll L

Grid line color: I

—Preview Pane

Iv show Preview Pane

|~ Hide header information

Answer:



Other Settings |
—Cu:ulumn headings
Ok |
Font IEI pt. Tahoma v Automatic calumn sizing
Cancel

—Rows
- [+ &llaw in-cell editing
8 pt. Tahoma
Font I . [v Show "new item" row
—AutoPreview
i preview all items
Font IEI pt. Tahoma
i* Preview unread items
i Mo AutoPreview
—Grid lines
Grid ling style: IDashes j Preview: I:I
Grid ine colar: I j [w sShade group headings

—Preview Pane

[v Show Preview Pane

[w Hide header information

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 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.



Chrrect steps Choose from here

;Jil Click the Save Changes button.
Click the Outlook Today icon on the Reading Pane.
Select the When starting, go directly to Outlook Today che
L]i] Click the Customize Outlook Today button.
Click on the Tools menu.
Click the Rules & alerts icon on the Navigation Pane.
Click the Outlook Today icon on the Navigation Pane.
Select the Organize option.

Answer:

Correct steps Choose from here
Click the Ouflook Today icon on the Navigation Pane. JJ Click the Outlook Today icon on the Reading Pane.
Click the Cu#fomize Outlook Today button. Click on the Tools menu.

Select the wWhen starting, go directly to Outlook Today che

Click the Rules & alerts icon on the Navigation Pane.
Click the Save Changes button. JJ Select the Organize option.

< > < >

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.

B S privat
Lahowa&s: [ Busy - " Y 10 o8 | (&) Private

oS e ¥ High Importance
2 Reminder: 15 minutes ~ ‘ecurrence Time Categorize
Zones . § LowImportance

Optiohs i

Answer:



|5 Private
? High Importance

Lahwm: B Busy i O ,@

i i . i -« Recurrence] Time Categarize
e Reminder: |15 minutes S . N e

Cptions ]

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.

_he Edit  Wiew Go Tools Actions H

dadnew | @5 3 X CaReply @ Reply

A Mail Message Ctri+N
%) Postin This Folder Ctrl+ Shift+S
4 Folder. Ctrl+Shift+E
L) Search Folder.., Ctrl+ Shift+P
i Mawigation Pane Shortcut...
“H Appointment Ctrl+ Shift+4,
i3 Meeting Reguest Ctrl+ Shift+Q
85 Contact Ctrl+ Shift+ C
& Distribution List Ctrl+ Shift+L
] Task Ctrl+ Shift+K
1) Task Request Ctrl+ Shift+U
|| 48 Journal Entry Ctrl+Shift+)
| MNote Ctrl+ Shift+ N
€% Internet Fax Ctrl+ Shift+X
E3 Choose Form...
_‘_.} Choose InfoPath Form... Ctrl+Shift+T

Outlook Data File...

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

’C"J\ = > ¥ )F emergency - Appointment
Ap%ntment Insert Format Text Developer

H:‘ 3] calendar B R B showas: |l Busy - {-\ ‘Q W @ prvate y En}
= X Delete b N B - (oo ¥ High Importance =t
Save &  Invite ~ 2 Appointment|Scheduling || A Reminder: |15 minutes ~ Recurrence| Time Categorize Spelling = Meeting
Close Attendees e Forward i Zones - § LowImportance hd Notes
Actions Show Options % || Proofing || Onelote

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



Appointment Recurrence K1 E3 |

— Appointment timg

Start:  |10:0L@aM |

End: | 10:30 AM Ll
Duration: |30 minutes _vJ
~ Recurrence pattern
" Daily Recur every |1 week(s) on:
 Weekly | [~ gynday [~ Monday | Tuesday [ ‘Wednesday
C Monthly | [ Thursday [~ Friday [~ saturday
" Yeatly

~Range of recurrence
Start: [Thu6/12/2008 | f* Mo end date
" End after: lIU OCCUrtences

" Endby: |Thu8/14/2008 |

| OK I Cancel I Remoye F'.ecurreru:el

4. In the Actions group, click Save & Close.

%l, s e b emergency - Appointment
- Appointment | Insert Format Text Developer

i Sk L 3 I & o &t

£ 3 Calend pa o ; Privat &

é‘%?) G catendas | gl ,';‘;) [ showas: [l Busy LX) ‘Q EQ ety ‘g €7}

F= X Delete | i AL ¥ High Importance G

Invite = [AppomtmentiScheduling 3 Reminder: |15 minutes ~ Recurrence Time Categorize Spelling || Meeting

Attendees o Forward Zohes v 4 LowImportance v Motes
_Adtions Show Options Bl Proofing || OneNote

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?

Create a Search Folder.
Customize the To-Do Bar.
Create a Contact.

Create a mail folder.

o0 wp

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 Wieww Go Tools Actions Help
New W » | 3 Mail Message Ctrl+ N
Open 4 '?) Postin This Folder Ctrl+ Shift+5
Close All Items 4 Folder.. Ctrl+ Shift+E
Bl saveds. Ll Search Folder.., Ctri+ Shift+P
Save Attachments » Mavigation Pane Shortcut...
Folder » |EH  Appointment Ctrl+ Shift+ 4
Data File Management... g Meeting Regquest Ctrl+ Shift+Q
Import and Export... 85 Contact Ctrl+ Shift+ C
Archive... &, Distribution List Ctrl+ Shift+L
Page Setup » | Task Ctrl+ Shift+K
& Print Preview 341 Task Request Ctrl+Shift+U
& Print.. ctri+p | Gd Journal Entry Ctrl+ Shift+)
Work Offline | MNote Ctrl+ Shift+N
Exit €4 Internet Fax Ctrl+ Shift+X
’ 0 Al ems =3 Choose Form...
L,O Categorized Mail h_} Choose InfoPath Form... Ctrl+Shift+T
LO Large Mail :
{-,C Unread Mail Outlook Data File..,

7.

2. The Create New Folder dialog box appears. Specify the name of the folder, location and other
selections. Click the OK button.



Create New Folder Kl E3 |
Name: h

lpersonl

Folder contains:
IMaiI and Post Items

L«

Select where to place the folder:

@ Calendar
85| Contacts

(5] Deleted Items
@ Drafts [5]
L) Inbox
S Journal
EE Junk E-mail [5]
L. | Motes
L4 Outbox
B E Cuarantine
¥ rSS Feede

[eessemmen |y

Le

| QK I Cancel

3. The newly created folder will be appeared to its desired location.

b

R TR T ———
L] A Mail Rems - 2] Al Mail Rems v
=l 24 Personal Folders E & & personal Folders

# (s Deleted Items : ¥ (a] Deleted Rems :
/| Drafts {5) ; ‘ 7| Drafts 5]
L4 Inbox : L2 Inbox
- @ Junk E-mail [5) . @ Junk E-mail [3)
L4 Outbox k L4 Outbox
4 Quarantine = | Quaraoti

£} RSS Feeds

Ly SentItems SR a5
= L3 Search Folders L4 Senttems
LA Al Rrems = LjJ Search Folders
L3 Categorized Maif L Al tems
L targe Mail £ Categorized Mall
LO Unread Mail _J3 Large Mail
B L3 dsrivastavads 3 Unread Mall

# £ dsrivastavads

TEE———— e

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.

§ Mail «
é;mm,e 'Fald'errs' vr
Mail Folders A
2] All Mail tems -

=l €57 Personal Folders

{a) Deleted Items

L.7| Drafts [5]

L JInbox

L @ Junk E-mail [5)

L4 Outbox

4 Quarantine

UL RS§#Feeds
7 JentItems
Search Folders
L3 All Ttems .
L Categorized Ma
JJ Large Mail
LS Unread Mail
# Oy dsriyastavads

<} il
] Mail

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-mail
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?

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

Publish the calendar.

Send the calendar via an e-mail.

o0 >

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.

= (Rlendar ', Calendarin Personal Folders ' .. diwyain Read
L\

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.

Tools I
Send/Receive » !
Instant Search »

| Address Book..., Ctrl+Shift+B
%y Organize

Mailbox Cleanup...
|’;} Empty "Deleted Items” Folder
Forms »
Macro »
Account Settings...
Trust Center...
Customize...
Options...
E-mail Scan Properties...

Scan for Viruses...

Answer:



0,

end/Receive k
Instant Search »

Address Book..,  Ctrl+5hift+B

] Organize

Mailbox Cleanup...

@ Empty "Deleted Items" Falder
Forms »
Macro k
Account Settings...

Trust Center...
Customize...
Dptions..

E-mail 5can Properties...

Scan for viruses..,

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:

b§ -From: deepika (4 tems)
[T Coeate Monday, e 03, 2008 1340 8 (e
) Created: Monday, June 02, 2008 3:06 PM (1 iterm)
=) Created: Monday, June 02, 2008 5:15 PM [1 item)
=) Created: Tuesday, June 03, 2008 12:56 PM (1 tem)
=) From: deepiks srivastava (2 items)
=) From: fg@fg.com (1 ttem)
=) Created: Sunday, March 15, 2003 11:05 AM (1 ites)
2} Subject: hello (1 item)
=) From: garima agarwal gm (garim@colors.com) (1 item)
=) Ceeatea: Sunday, March 15, 2003 11:03 AM (1 item)
4 Subject: meeting {1 item)

=) From: mil
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e
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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?



Group By 7] I

o Automatically group according to arrangement | oK |
Group items by
: : Cancel
| Do not archive v| T Bscending I
I Show field in view [+ Descending Clear All I
Then by
| Flag status | " Ascending
I show field in view /* Descending
Then by
| Due by v | I Ascending
Iv Show field in view i+ Descending
Then by
u Cc l.l I gscending
ﬁ Stiow field in view ﬁ D?-:"__v':?-:‘rldirlg
Select available fields from: Expand/collapse defaults:
|Frequently-used fields _v_] |As last viewed :_I
Answer:
Group By 2 x] I
| | Qtomatically group according to arrangement | QK l
Group items by
| From v| 1% Ascending Cancel |
IV Show field in view ™ Descending Clear Al I
Then by
| Created v| ¢ Ascending
Iv Show field in view I Descending
Then by
| Subject Ll I+ ascending
v Show Field in view " Descending
Then by
| none _v| # fscending
W Shiow Feld in view f Descern rding
Select available fields from: Expandjcollapse defaults:
IFrequentIy-used fields LI IAs last viewed LI
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 flagged. After
creating a group, a user can expand or collapse the group headings to display or hide the items
they contain.

ZINgrom: deeplka (4 items) ’
§ % Created: Monday, June 02, 2008 12:40 PM {1 itam) )
2 Crested: Monday, June 02, 2008 3:06 PM (1 item) K
=) 7(1«!:0: Monda&,. Juﬁc 02, 2008 5:15 PM li item) p4

2] Created: Tuesday, June 03, 2008 12:56 PM (1 Item)

=) From: deeplka srivastave (2 items)

=l Frome f;;org.com [ item) i
2 Creted:Sunday March 15, 2009 1105 AM [ ke
2} Subject: hello (1 item) ¢

=) From: ganrr;a ag'aml qm [aanmwmlonxorn) (1 item) f'
) Created: Sunday, March 15, 2009 1103 AM (L tem)
J subject meetng e 2
b A >

=) From: mile@colors.com (1 item)
w ¢ rd

Y i i o T A i e 7 T T T G e e

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?

Use Favorite Folders Pane.
Use RSS Feeds.

Run Instant Search.
Create a Search Folder.

o0 wp

Answer: C

Explanation:

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. .
Instant Search Pane

-} SentItems | Pvla

3

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.

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

Mail «
Favorite Folders T
Mail Folders A
}'_)] All Mail tems v

= 5% Personal Folders
‘a) Deleted Items
..7| Drafts [5]
L JInbox
L @ Junk E-mail (5]
L4 Outbox
[ _J Quarantine

L FentItems
=] Search Folders
L2 AllTtems
Lo Categorized Ma

J2 Large Mail
2 Unread Mail
Wwastavads

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.



t File Edit Wiew Go Tools

|
W —\\«-H Arrow
Favorite Folders Pane —ﬁauorite Folders

L7 Inbox
L2 Unread Mail
=7 SentItems

Mai

»

2] All Mail ems v

# £5% Personal Folders
# ) dsrivastavadé

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?

Edit the Account Settings.

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

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

00w

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 nhame that e-mail recipients see:

1. Click on Tools > Account Settings.



Tools | _ —

i Send/Receive >

| Instant Search > -
: 4  Address Book... Cttl+Shift+B
131 Rules and Alerts..,

Mailbox Cleanup...

@ Empty "Deleted Items” Folder

Forms >
Macro >
Account Settings...

Trust Center...
Customize..,

Options...

E-mail Scan Properties..,

Scan for Viruses...

2. The Account Settings dialog box will open. On the E-mail tab, select an e-mail account, and
then click the Change button.



Account Settings

E-mail Accounts
‘You can add or remove an account., You can select an account and change its settings,

E-mail |Data Files ] RSS Feeds I SharePoint Lists l Internet Calendars I Published Calendars | Address Books I

- New... 3¢ Repair... @ SetasDefault X Remove & &

Narme l Type I
dsrivastava46@gmail.com POP/SMTP (send from this account by default)
dsrivastavadt IMAP/SMTP

mark@colors,com POP[SMTP

Selected e-mail account delivers new e-mail messages to the following location:

Change Folder | Personal Folders'Inbox

in data file C:\Documents and Settingsh...\Outlook\Personal Folders(1).pst

Close |

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.

Change E-mail Account

Internet E-mail Settings b1

Each of these settings are required to get vour e-mail a1.//..

/

User Information z
£

Your MName: IMark Sith| {

E'mail Address: Imark@colorS.com }

PP SYNINS SIS TR g

4. The Add New E-mail Account dialog box will open. Click the Finish button..



Add New E-mail Account [ X|
} —

Congratulations!

You have successfully entered all the information required to setup your
account,

To close the wizard, click Finish,

= Back I Finish I

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.



