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1. Microsoft Outlook Email (1.3.14 Lab)
2. Create and Send a Message (8.2.10 Lab)
3. Reply to a Message (8.2.11 Lab)
4. Work with Calendar Items (8.4.10 Lab)
5. Work with the Calendar (8.4.6 Lab)
6. Schedule Calendar Items (8.4.9 Lab)
7. Looking Ahead

Note: Any labs we do in seminar, will still need to be done separately in the 
CompTIA environment to receive credit through the automatic grading system. 
Our coverage is to help you practice and maximize your performance for the 
labs.
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SEND AND RECEIVE 
MESSAGES 
▪ 8.2.7 Lab



Purpose

SEND AND RECEIVE MESSAGES

The purpose of this lab is to get you familiar with the ‘Send and Receive’ 

messages functionality in Microsoft Outlook. 

Note: this should be automatic if you are connected to Outlook Exchange or a 

Gmail account via Outlook; however, for diagnostic purposes, you may need 

to manually send and receive messages, which this lab will cover.

We will go through the lab here.



8.2.7 Lab

Where would you click on to pull open a drafted message?

MICROSOFT OUTLOOK EMAIL



8.2.7 Lab

● Where would you type in the To line additional recipients?
● Where would you type in the CC line additional recipients?
● In the chat, why would someone use a CC line?

MICROSOFT OUTLOOK EMAIL



8.2.7 Lab

● Where would you add an attachment to the message? 
● Where would you flag the message with high importance?
● How would you pop out a message? 

MICROSOFT OUTLOOK EMAIL



8.2.7 Lab

● Where can you format text?
● Where could you change styles of the text to be Intense Emphasis? 

MICROSOFT OUTLOOK EMAIL



8.2.7 Lab

Under the Options menu, where can you change the theme/stationary of the message?

MICROSOFT OUTLOOK EMAIL



8.2.7 Lab

Under the Message menu, where can you add a signature?

MICROSOFT OUTLOOK EMAIL



REPLY TO A MESSAGE

8.2.11 Lab



Purpose

REPLY TO A MESSAGE

The purpose of this lab 
is to get you familiar 

with replying to a 
message, adding in 

hyperlinks, and 
signatures to a message. 

We will go through the 
lab here.



Lab 8.2.11

Where do you think you would reply to Alberto’s Federal Regulations message?

REPLY TO A MESSAGE



Lab 8.2.11

Where do you think you would reply to Alberto’s Federal Regulations message?

REPLY TO A MESSAGE



Lab 8.2.11

Where do you think you would save the attachment to your computer?

REPLY TO A MESSAGE



Lab 8.2.11

Where do you think you would reply all to Alberto’s Federal Regulations message?

REPLY TO A MESSAGE



Lab 8.2.11

● How would you make ‘Website’ hyperlinked in the message below?
● Where would you insert your signature?

REPLY TO A MESSAGE



WORK WITH THE CALENDAR

▪ 8.4.6 Lab



Purpose

WORK WITH THE CALENDAR

We will go through the lab here.

This lab will ensure that you have achieved a basic level of competency in 
working with the Outlook calendar. You will practice scheduling meetings 

and personal appointments, creating and forwarding calendars, 
responding to meeting invitations, and modifying existing calendar items.



8.4.6 Lab

What two areas could you go to create and save a personal appointment?

WORK WITH THE CALENDAR



8.4.6 Lab

● Where can you change the date and time of the appointment?
● Where can you change the subject of the appointment?
● Where can you change the location of the appointment?
● Where can you change the reminder to be 30 minutes before the appointment.?

WORK WITH THE CALENDAR



8.4.6 Lab

Where can you create a recurrence?

WORK WITH THE CALENDAR



8.4.6 Lab

Where can you add an invitee?

WORK WITH THE CALENDAR



8.4.6 Lab

● Where can you add an invitee?
● Where can you add resources (rooms)?

WORK WITH THE CALENDAR



8.4.6 Lab

● How do you navigate to the calendar feature?
● Where can you add a calendar?

WORK WITH THE CALENDAR



8.4.6 Lab

Where would you determine the sharing details?

WORK WITH THE CALENDAR



8.4.6 Lab

Where would you update your RSVP status to Thursday’s Sales meeting?

WORK WITH THE CALENDAR



8.4.6 Lab

Where would you update your RSVP status to Thursday’s Sales meeting to be tentative?

WORK WITH THE CALENDAR



8.4.6 Lab

● Where would you click to open a calendar invite called Benefits Meeting?
● Where would you accept the meeting without any changes?

WORK WITH THE CALENDAR



8.4.6 Lab

● Where would you click to modify the Gym Workout meeting?
● Where would you change the entire series?

WORK WITH THE CALENDAR



SCHEDULE CALENDAR ITEMS

▪ 8.4.9 Lab



Purpose

SCHEDULE CALENDAR ITEMS

The purpose of 
this lab is to get 
you familiar with: 

• Scheduling Assistant

• Updating Reminders

We will go 
through the lab 

here.



8.4.9 Lab

Where is the scheduling assistant?

SCHEDULE CALENDAR ITEMS



8.4.9 Lab

● What is a free time slot for everyone?
● Is there a conflict someone would have with your appointment?

SCHEDULE CALENDAR ITEMS



WORK WITH CALENDAR ITEMS

▪ 8.4.10 Lab



Purpose

WORK WITH CALENDAR ITEMS

The purpose of this 
lab is to get you 
familiar with: 

• Accepting invites

• Declining invites

• Editing messages 
prior to declining 
messages

• Forward a meeting

We will go through 
the lab here.



8.4.10 Lab

Note: the following video covers Outlook.com, but the same functionality exists within Outlook 
Desktop application. 

We watch the following video: 
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Foutlook-on-
the-web-essential-training-23727889%2Frespond-to-a-meeting-invitation%3Ftrk%3Dshare_video_url%26shareId%3DzwDR6CNBSEGeqS703Mwx1w%253D%253D 

WORK WITH CALENDAR ITEMS

https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Foutlook-on-the-web-essential-training-23727889%2Frespond-to-a-meeting-invitation%3Ftrk%3Dshare_video_url%26shareId%3DzwDR6CNBSEGeqS703Mwx1w%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Foutlook-on-the-web-essential-training-23727889%2Frespond-to-a-meeting-invitation%3Ftrk%3Dshare_video_url%26shareId%3DzwDR6CNBSEGeqS703Mwx1w%253D%253D


LOOKING AHEAD



Seminar 4

We will review Microsoft Word! Feel free to watch this video to get ahead: 

https://www.linkedin.com/learning/word-essential-training-microsoft-365-17548621/create-
brilliant-documents-with-microsoft-word?u=2045532 

LOOKING AHEAD

https://www.linkedin.com/learning/word-essential-training-microsoft-365-17548621/create-brilliant-documents-with-microsoft-word?u=2045532
https://www.linkedin.com/learning/word-essential-training-microsoft-365-17548621/create-brilliant-documents-with-microsoft-word?u=2045532


THANK YOU

▪ Questions? Please contact me:

▪ betsy.mccall@purdueglobal.edu
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