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Microsoft ®Outlook® 2000 in Life
Receivable Management Services offers practical in-house workshops on skills required for managing receivables and other related business skills. Customized training programs are designed to provide companies with knowledge relevant to everyday business practices. RMS consultants work closely with you to customize a workshop or program that best meets your company's needs. 

	Program Objectives:
The aim of the course is to provide learners with an understanding of Microsoft Office and master advanced techniques with Microsoft Office. It also helps learners to get two professional desktop application certificates: Microsoft Office Specialist – Core & Expert Level and The International Computer Driving Licence.
All participants will receive a Certificate of Achievement and a Comprehensive Training Workbook.


	Program Agenda:
1. Creating and Viewing Messages

· Display and print messages 

· Insert signatures and attachments 

· Customize views

2. Scheduling
· Apply conditional formats to the Outlook calendar 

· Respond to meeting requests 

· Use categories to manage appointments

3. Managing Messages

· Move messages between folders 

· Search for messages 

· Save messages in alternate file formats 

4. Creating and Managing Contacts

· Create and edit contacts 

· Organize and sort contacts 

· Link contacts to activities and journal entries 

5. Creating and Managing Tasks and Notes

· Modify task organization and Task view 

· Accept, decline, or delegate tasks 

· Create and modify notes 


	Date:

	Time:
 

	Course Fee: 
 
	Language:   Cantonese

	Venue:  Units 2101-04,  21st Floor, DCH Commercial Centre, 25 Westland’s Rd, Quarry Bay, Hong Kong


For course details and registration please call us at 2201 8888 or 2201 8823.  Please fill in the form and fax back to 2201 8222 or send email to info@rmshk.com:
REGISTRATON FORM
	Company Name:

	Title:

	Contact Name:


	E-mail:

	Mailing Address:


	

	Phone No:


	Fax No:


About The Company
Receivable Management Services (RMS), is the global leader in account receivable management, with over 160 years of experience.  RMS has more than 35 offices in United Stated,  Canada, Mexico, India and Hong Kong, and a network of collection agents in over 170 countries providing results for over 35,000 customers worldwide. 









2201-4 DCH Commercial Center, 25 Westlands Road, Quarry Bay, Hong Kong

Tel: +852 2201 8888     Fax: +852 2201 8288
  Email: info@rmshk.com     Website: www.rmshk.com

