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Get the 
balance right: 
Time Management with 
Outlook 
Who is this course for? 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Welcome to Sixth Level 

Sixth Level Training 

www.6thlevel.co.uk 

 

IT and Soft Skills Training 

Follow me on Twitter! 

http://twitter.com/paula6thlevel 

 

 

 

 

Course Outline 

 

I’m drowning in email, I can’t get 

organised, and I have to check my mail 

every couple of minutes, just in case 

there’s something important; and I can’t 

find the messages I need! 

Learning Outcomes 
 
 By the end of this session, you will learn: 
 
How to prioritise and organise your email 
Use of folders, views, categories and rules 
Good email behaviour 
When to do, ditch, delete or defer 

http://www.6thlevel.co.uk/
http://twitter.com/paula6thlevel
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Prerequisites 
 
Prior experience of using Outlook is useful for this course, but as long as you are able to send 
and receive email, you will benefit from this course. 
 

Course Outline  
Come prepared for plenty of hands-on learning with the help of your trainer, and you will 
cover: 
 
Judging the importance levels of emails 
Good email behaviour 
Do, ditch, delete, defer 
Organising emails 
Using Folders 
Using Categories 
Setting up and running email rules 
Flagging emails 
Finding emails 
Changing email views 
Using the task pad 
 

Where can I take this course? 
 
This course can be run at your premises for a minimum of four people for from £525 +VAT. 
Alternatively, we have various venues around the country and the cost is £190 +VAT per 
person. 
 
A condensed version of this course is available online as part of our Learning Bytes series; this 
webinar requires speakers for you to hear the instruction, but requires no software downloads. 
The price per person per one hour session is £30 +VAT. Please contact us on 07984 933285 to 
arrange your webinar. 
 
All courses include manuals. 
 
 
Follow on course: 
 
Time Management. 


