IT-Prifungen.de

Priifungsvorbereitung Online

-'
1':

; W 'gﬂ‘ HWY‘HB'"N S)V“ Tv! 1

-Echte und Originale Priifungsfragen und
Antworten aus Testcenter
-Machen Sie sich fit fur Thre berufliche Zukunft!

http:// www.it-pruefungen.de/



http://www.it-pruefungen.de/

Prifungsnummer ;. 77-884

Prafungsname : Microsoft Office Outlook
2010 Practice Test

Version : Demo



1.You use Microsoft Outlook 2010 for messaging and e-mailing. MS Outlook has been
configured to use an IMAP account. You compose an e-mail. The e-mail comprises some
confidential information. You want to ensure that the recipients of the e-mail see the
"Please treat this as Confidential” message in the Information Bar of the e-mail. Which
of the following actions will you take to accomplish the task?

A. Change the importance level.
B. Assign a Flag.

C. Use RSS Feeds.

D. Change the sensitivity level.
Answer: D

2.Mark works as a Marketing Manager for InfoTech Inc. He uses Microsoft Outlook 2010
for messaging and emailing. MS Outlook has been configured to use the
mark@radiant.com account. In Microsoft Outlook 2010, a signature will automatically be
added to the e-mails. However, Mark wants Outlook to perform the following actions
automatically: .?

1. Use the mark@InfoTech.com account.
2. Add a signature named Marketing_Manager to any message that Mark replies to or
forwards.
3. Add a signature named Product_Manager to any new email message.
Perform the appropriate actions in the following Signatures and Stationery dialog box to
accomplish the task.
" Correct Answer ™ Your Answer
Signatures and Stationery EHE

E-mail Signature | Personal Stationery I

Select signature to edit Choose default signature

Markeking Manager E-rnail account: Imark@lnfoTech com ﬂ
Product_Manager
Mew messages: | Marketing_Manager j
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Edit signature
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; arrect Answer . Your Answer
Signatures and Stationery ﬂ E

E-mail Signature | Personal Stationery |

Select signature to edit Choose default signature
Marketing Manager E-mail account: I mark@InfoTech com

Product_fManager
e EEEEEES) | Product_Manager

Replissforwards: | Marketing_Manager
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A.

Answer: A

3. Configure the following calendar settings in the Outlook Options dialog box.

1. The work week of the calendar will be Monday to Friday, and the working hours of the
calendar will be 10 AM. to 5 P.M.

2. First day of the week will be Wednesday.

. On the server, it will share the calendar information of 5 months.

. The server will update the availability information in every 20 minutes.

. First week of the year must be the first full week.

. The default reminder will be of 30 minutes.

. The users are allowed to suggest new meeting time.

. The response type while proposing a meeting must be Accept.

. The Arabic calendar is used as an alternative calendar in the Gregorian language.
10. It will include holidays of the United Kingdom.
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" Correct Answer ' Your Answer

Outlook Op!
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Enera ﬁ Change the settings for calendars, meetings, and time zones,

hdail

[Catlengar || Worktime

Contacts I"/l Work hours:
. Start time: 12:00 Al =]
asks e
End time: 1:30 AM =]
6 i) Sk wiork week: W sun [T mon [0 Tue [ wied W Thu W Fri [ sat
Search First day of week: | Saturday j
Mabile Firstweek of year: | Full day week j
Language Calendar options
Advanced

¥ Default reminders: |2 days j

|7 Allowy attendees to propose new times for meetings

Customize Ribbon

Quick Access Toalbar Use this response when proposing a new meeting time: | Declineg j

- Add holidays to the Calendar:  Add Holidays | | |
Change the permissions for viewing Free/Busy information: ~ Free/Busy Options |
Trust Center

[l Enable an alternate calendar

IKorean = IUm—aI-Qura =

[T when iending meeting requests outside of your organization, use the iCalendar farmat
[~ Show bell icon on the calendar for appointments and meetings with reminders

Display oplions

Default calendar color: - |

I Use this calor on all calendars
Date Mavigator font:
Font. | & pt. Segoe UI

cd Showe Click to &dd prompts in calendar _I
-

L Y TR PR B N R PP S SO MUY W S F FUPE PRI

Ok Cancel |‘

Fa




orrect Answer " Your Answer

DOutlook Options EHE
-
General . . . —
£ Change the settings for calendars, meetings, and time zones,
kail
] .
Calendar Work time
Contacts ._l-'/; wiork hours:
- 2 start time: 10:00 Al x|
asks ————
End time: 5:00 PM =]
TEiE8 Erie] el workweek: [ sun ¥ Mon W Tue W owed W Thu W Fri [T sat
Search First day of week: 'v"-_-’ednesdagj
Mobile Firstweek of year: |First 4 day WEEj
Language Calendar options

Advanced °% V' Default reminders: ISU minutesj

Customize Ribbon v Allove attendees to propose newe times for meetings

Quick Access Toolbar Use this response when proposing a new meeting time: f’-\.ccept j

AT Add holidays to the Calendar:  Add Holidays |
Change the permissions far viewing Free/Busy infarmation: ~ Free/Busy Options |
Trust Center

|7 Enable an alternate calendar

|ﬁ‘~.rahic = |Greg0rian =

[ wihen sending meeting requests outside of your organization, use the iCalendar format

[T show bell icon on the calendar for appointments and meetings with reminders

Display options

) Default calendar color: @ -
-9 L

I Use this colar on all calendars
Date Mavigator font:
Font.., | & pt. Segoe LI
I Show Click to Add prompts in calendar

QK Cancel
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Answer: A

4.Kevin works as a Support Analyst for White Well Inc. He uses Microsoft Outlook 2010
for messaging

and e-mailing. MS Outlook has been configured to use an IMAP account. He creates a
task request and

sends it to multiple recipients. He wants to send an informative e-mail that gives
information about the

start date, due date, subject, priority, actual work, status, etc about the task request. He
has to click an

option in the task window. Mark the option that he will use to accomplish the task.

Task
E& |N” v, \il :’ 1 " o (&) Private
5 b it b 1 Bl
E'ﬁ)j —I g = ¥ High Importance
Save & Delete Forward Oneblote Task |Details Mark  Assign|Send Status | Recurrence | Categorize Follow
Close Camplete  Task Repart - Up- & Llowlnportance
Actions Shio kManage Task Fecurrence Tags
A.
Answer: A

5.You work as a System Analyst for InfoTech Inc. You create a meeting request to invite
several attendees for a meeting. Now you want to ensure that you do not receive any
response from attendees indicating whether they plan to attend the meeting or not. For




this, you have to click an option on the Meeting tab. Mark the button on the Meeting tab to
set the meeting response options.

‘: Meeting
e & e = [F1] e &
o I Bus - 4% Recurrence :
X & 3 B B, Zmw -9 . 5
Delete Copy to My Appointment| Scheduling Cancel = 4 15 minutes - Time Zores | Categarize foam
Calendar @ In\ritation ? = 4
Actions Shio Attendees Options ] Tags Zoom

Answer: A



