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Outlook  

ü Customise Favourite Folders (2 Minutes) 1 

ü Turning an e-mail into an Appointment (3Minutes) 2 

ü Setting up E-mail Rules (5 Minutes) 3 

 

Word 

ü Format Painter (2 Minutes) 5 

ü Managing Paragraphs (10 Minutes) 6 

ü Managing Tables (10 Minutes) 8 

ü Imbedding Excel into Word - best method (3 Minutes) 9 

 

Excel (15 Minutes) 

ü Vlookup and Pivot tables - Functionality only (5 Minutes) 10 

ü Range (Array) Intersections (5 Minutes) 12 

ü ODBC - Importing data from data bases (5 Minutes) 14 

 

FURTHER TRAINING 

ü ITE Course Schedule 17  
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Outlook: 

Customise Favourite Folders: 

Customise Favourite folders by dragging and 
dropping mail folders from Mail Folders to Favourite 
Folders 
 
Result: 
 

 

 

 

 

 

Customise Navigation Pane Buttons: 

Hover mouse above separator line and drag down. This will 

minimise view. Other icons will be visible in bottom bar. 

 

 

 

 

 

Turn an Email into an Appointment:  

Drag the email onto the calendar navigation button 
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The appointment card will open up as per your 

calendar. This will include the email together with 

attachments. 

Normal calendar rules will be applied and you can 

invite attendees enter location, resources etc: 

 

 

 

 

 

 

Save the appointment to your outlook calendar. 

 

 

 

 

Setting up E-Mail Rules:: 

It is possible to set up rules to 

mail messages that perform 

automated actions on them. Ie 

when a routine message comes in 

every day or week it can be sent 

to a specific folder and an action 

can be performed on it. 

The best place to set this up is 

from within the e-mail.  

1) Click on Create rule.  

2) Within the create rule dialogue 

box. Tick the Economist or one of 

the other options together with the parameter.  

3) You can get it to perform actions. In this case we want to send it to a particular folder which we 

can do from the select folder list. 
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4) Click Ok to close the create rule dialogue box 

 

 

 

 

5) You will be prompted with the following choice. Clicking 

OK completes the setup. Which will run from the next 

ocurrance. 

Other Notes about Outlook Rules and Alerts: 

1) Rules can be accesses from within the mail 

folders. Ie Inbox.  

�x Right click on the mail message 

�x Select create rule 

�x The Create Rule dialogue box will open 

 

2) For more options in setting up rules click 

on Tools, Rules and Alerts. 

 

 

 

 

3) This will open the Rules and 

Alert dialogue box. Click on 

New Rule. 

 

4) The Rules Wizard will open 

which should be self 

explanatory. 
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