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Outlook O365 - Introduction 

Email Basics and Corporate Policy (a) 
 
1. What is the purpose of the Reading Pane? 
 

 It displays all the emails in your Inbox 
 It displays the content of the currently selected email 
 It displays attachments 
 It lists all the folders in Outlook 

 
2. If you have deleted items from Outlook what happens to them? 
 

 They are immediately destroyed 
 They are placed in the Deleted Items Folder 
 They are placed in the Deleted Items Folder and are deleted only when you empty the 

folder 
 They are placed in the Deleted Items Folder and automatically deleted once a week 

 
3. What is the Global Address List? 
 

 A list of everyone who has an NHS Email address 
 A list of everyone in my organisation who has an email address 
 A list of all the email users in Cheshire 
 A list of everyone I have ever sent an email to 

 
4. Identify 5 faults with this email:  
 
 1.______________________ 

 
2.______________________ 
 
3.______________________ 
 
4.______________________ 
 
5.______________________ 
 

 

Activity Completed 

1. Create a new email addressed to your class partner with the title Security.  
Enter the following text and use appropriate email etiquette: 

 
Did you know that the organisation may, from time to time, monitor and record 
your e-mails, use of internet and use of the telephone?   

 

2. Send the email.  

3. On receipt of an email from your partner, reply with the following text: 
 
 I didn’t know that, thanks for telling me! 

 

4. Send your Reply.  

5. Delete the message you have received from your class partner titled 
Holidays. 

 



 

IT Training Team (Cheshire), Midlands and Lancashire CSU Page 2 of 8 
Version 1 – January 2020 

Outlook O365 - Introduction 

Email Basics and Corporate Policy (b) 
 
1. What is the purpose of the Reading Pane? 
 

 It displays all the emails in your Inbox 
 It displays the content of the currently selected email 
 It displays attachments 
 It lists all the folders in Outlook 

 
2. If you have deleted items from Outlook what happens to them? 
 

 They are immediately destroyed 
 They are placed in the Deleted Items Folder 
 They are placed in the Deleted Items Folder and are deleted only when you empty the 

folder 
 They are placed in the Deleted Items Folder and automatically deleted once a week 

 
3. What is the Global Address List? 
 

 A list of everyone who has an NHS Email address 
 A list of everyone in my organisation who has an email address 
 A list of all the email users in Cheshire 
 A list of everyone I have ever sent an email to 

 
4. Identify 5 faults with this email:  
 
 1.______________________ 

 
2.______________________ 
 
3.______________________ 
 
4.______________________ 
 
5.______________________ 

 
 
 
 

Activity Completed 

1. Create a new email addressed to your class partner with the title Holidays.  
Enter the following text and use appropriate email etiquette: 

 
Did you know that if you’ve been with the NHS for over 10 years you get additional 
annual leave? 

 

2. Send the email.  

3. On receipt of an email from your partner, reply with the following text: 
 
 I didn’t know that, thanks for telling me! 

 

4. Send your Reply.  

5. Delete the message you have received from your class partner titled Security.  
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Message Settings (a) 
 
1. What is the function key for Spell checking? 
 

 F2 
 F5 
 F7 
 F11 

 
2. If a message is marked with a Red Exclamation Mark what does it mean? 
 

 The message is urgent 
 The message is private 
 The message is sensitive 
 The message is important 

 
3. What does a Read Receipt do? 
 

 Tells you when the recipient has received the message 
 Tells you when the recipient has previewed the message 
 Tells you when the recipient has read the message 
 Tells you that the message as expired 

 
4. Identify 3 things you should specify in your Out of Office Assistant Message: 
 
 1.____________________________________________________ 

 
2.____________________________________________________ 
 
3.____________________________________________________ 

 

Activity Completed 

1. Create a new email to your workshop partner titled VIRUSES.   Enter the 
following text: 

 Do you know what you are supposed to do if you think you have got a 
virus on your PC? 

 
2. Mark the message as important and request a read receipt.   
 
3. Send the email. 

 

4. Your partner will have sent you a message titled SERVICE.  Open and read 
the message.  Close the message. 

 

5. Did you receive a Read Receipt from your partner telling you they had read 
your message titled VIRUSES?   Yes   No 

 

 

6. What do you think of your partner’s Automatic Signature?   
 Create a new email to them with your comments using the subject heading 

Feedback on your signature.   

 

7. On receipt of an email from your partner telling you what they think of your 
Automatic Signature, send a suitable reply thanking them for their comments. 
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Message Settings (b) 
 
1. What is the function key for Spell checking? 
 

 F2 
 F5 
 F7 
 F11 

 
2. If a message is marked with a Red Exclamation Mark what does it mean? 
 

 The message is urgent 
 The message is private 
 The message is sensitive 
 The message is important 

 
3. What does a Read Receipt do? 
 

 Tells you when the recipient has received the message 
 Tells you when the recipient has previewed the message 
 Tells you when the recipient has read the message 
 Tells you that the message as expired 

 
4. Identify 3 things you should specify in your Out of Office Assistant Message: 
 
 1.____________________________________________________ 

 
2.____________________________________________________ 
 
3.____________________________________________________ 
 

Activity Completed 

1. Create a new email to your workshop partner titled SERVICE.   Enter the 
following text: 

 
 How long have you worked for the NHS? 
 
2. Mark the message as important and request a read receipt.   
 
3. Send the email. 

 

4. Your partner will have sent you a message titled VIRUSES.  Open and read 
the message.  Close the message. 

 

5. Did you receive a Read Receipt from your partner telling you they had read 
your message titled SERVICE?   Yes   No 

 

 

6. What do you think of your partner’s Automatic Signature?   
 Create a new email to them with your comments using the subject heading 

Feedback on your Auto signature   

 

7. On receipt of an email from your partner telling you what they think of your 
Automatic Signature, send a suitable reply thanking them for their comments. 
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Attachments (a) 
 
1. What is the maximum size for an attachment within the NHS email system? 
 

 2 MB 
 5 MB 
 10 MB 
 20 MB 

 
2. What is meant by your “network drive”? 
 

 It’s my personal data store 
 It’s where emails are stored 
 It’s the public data store for my department 

 
3. Which symbol represents an attachment? 
 

  

  

  

  
 

Activity Completed 

1. Create a new email to your workshop partner, titled Virus Attack. 
 

 

2. Enter the following text: 
 
 I’ve attached a document telling you all about what to do if you get a virus.  I 

hope you find it useful! 
 

 

3 Attach the file called Virus to the email.   
 

 

4 Change the options to notify you when the message has been read and mark 
it as Important. 

   

 

5 Send the email. 
 

 

6 On receipt of an email from your partner titled Leave Entitlement, open the 
email and view the attachment. 
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Attachments (b) 
 
1. What is the maximum size for an attachment within the NHS email system? 
 

 2 MB 
 5 MB 
 10 MB 
 20 MB 

 
2. What is meant by your “network drive”? 
 

 It’s my personal data store 
 It’s where emails are stored 
 It’s the public data store for my department 

 
3. Which symbol represents an attachment? 
 

  

  

  

  
 

Activity Completed 

1. Create a new email to your workshop partner, titled Leave Entitlement. 
 

 

2. Enter the following text: 
 
 I’ve attached a document telling you all about how to calculate your leave 

entitlement.  I hope you find it useful! 
 

 

3 Attach the file called Leave to the email.   
 

 

4 Change the options to notify you when the message has been read and mark 
it as Important. 

   

 

5 Send the email. 
 

 

6 On receipt of an email from your partner titled Viruses, open the email and 
view the attachment. 
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Contacts (a) 
 
1. How do you forward a contact card? 
 

 Click the Attachment Button and select the contact 
 Right click on the contact and choose Forward 
 Right click on the contact and choose Create new email 
 Drag the contact into the new email form 

 
2. How many email addresses can you store for one contact? 
 

 One 
 Two 
 Three  
 Four 

 
3. What is meant by the Mailing Address? 
 

 It’s the address that will appear on the email 
 It’s the address that the Royal Mail recognises 
 It’s the address that will be selected by default if mail merge is used 

 
 

Activity Completed 

1. Add the following contacts to your contacts folder:  

Name:   IT Training Team 
Job Title:  IT Training 
Company  Midlands and Lancashire CSU  
Email:  csu.ittraining@nhs.net 

 

Name:  Sharon Tew 
Job Title: ICT Trainer 
Company: Midlands and Lancashire CSU 
Email:  sharon.tew@nhs.net 

 

2. Create a new email to your workshop partner and attach Sharon’s contact 
details to the email.  Enter the following text: 

 
 Hi, I attach Sharon’s contact details; if you want to discuss any courses 

she can help you. 
 

 

3. Send the email. 
 

 

4. On receipt of an email from your workshop partner, save the contact details 
of Dave Phillips into your contacts folder. 

 

 

5.  Delete the contact details for Dave Phillips in the contacts folder. 
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Contacts (b) 
 
1. How do you forward a contact card? 
 

 Click the Attachment Button and select the contact 
 Right click on the contact and choose Forward 
 Right click on the contact and choose Create new email 
 Drag the contact into the new email form 

 
2. How many email addresses can you store for one contact? 
 

 One 
 Two 
 Three  
 Four 

 
3. What is meant by the Mailing Address? 
 

 It’s the address that will appear on the email 
 It’s the address that the Royal Mail recognises 
 It’s the address that will be selected by default if mail merge is used 

 
 

Activity Completed 

1. Add the following contacts to your contacts folder:  

Name:   IT Training Team 
Job Title:  IT Training 
Company  Midlands and Lancashire CSU 
Email:  csu.ittraining@nhs.net 

 

Name:  Dave Phillips 
Job Title: ICT Trainer 
Company: Midlands and Lancashire CSU 
Email:  davephillips@nhs.net 

 

2. Create a new email to your workshop partner and attach Dave Phillips 
contact details to the email.  Enter the following text: 

 
 Hi, I attach Dave’s contact details; if you want to discuss any of the e-

learning courses he can help you. 
 

 

3. Send the email. 
 

 

4. On receipt of an email from your workshop partner, save the contact details 
of Sharon Tew into your contacts folder. 

 

 

5. Delete the contact details for Sharon Tew in the contacts folder. 
 

 

 

 

 


