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 QUESTION 1  

 
Mark works as System Analyst for Blue Well Inc. He uses Microsoft Outlook 2010 for messaging and e- 

mailing. 

Mark wants to ensure that he is able to use different computers in his office so that he can read his 

official Outlook items wherever he is. Which of the following actions will he take to accomplish the 

task? 

A. Create a MAPI account. 

B. Create a POP3 account. 

C. Create a HTTP account. 

D. Create an IMAP account. 
 
 

 

 Correct Answer: D  
 
 
 
 

 QUESTION 2  

 
Which of the following types of e-mail accounts would you use to create a Global Address List in 

Microsoft Outlook 2010? 

A. IMAP 

B. POP3 

C. Exchange 

D. MAPI 
 
 

 

 Correct Answer: C  
 
 
 
 

 QUESTION 3  

 
David works as a System Analyst for Blue Well Inc. He uses Microsoft Outlook for scheduling and e - 

mailing. 

MS Outlook has been configured to use a POP3 account. David schedules different meetings and 

events. He wants to configure Outlook in such a way that all the meeting responses sent to him 

without comments are tabulated in the original meeting request, and then deleted without appearing 

in his Inbox. Which of the following actions will he take to accomplish the task? 

A. Modify the Calendar Options settings. 

B. Modify the Advanced E-mail Options settings. 

C. Modify the Tracking Options settings. 

D. Modify the Free/Busy Options settings. 
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 Correct Answer: C  
 
 
 
 

 QUESTION 4  

 
You use Microsoft Outlook 2010 for messaging and e-mailing. MS Outlook has been configured to use 

an Exchange account. You received an e-mail message that comprises two attachments. One of the 

attachments is a PowerPoint presentation. However, you are not able to preview the attachment by 

using the attachment previewer. Which of the following actions will you take to resolve the issue? 

A. Change the trust center settings of Outlook. 

B. Change the account settings of Outlook. 

C. Use the Organize option on the Tools menu. 

D. Change the Auto Preview settings. 
 
 

 

 Correct Answer: A  
 
 
 
 

 QUESTION 5  

 
You work as an Office Assistant for InfoTech Inc. You are composing an email message to send it to 

the managers of your company. You want to add a bookmark in the email message so that the 

recipients can reach the detail of each manager in the email easily. Which of the following will you 

use to create a bookmark in the email message? 

A. Hyperlink 

B. Macro 

C. Action buttons 

D. SmartArt 
 
 

 

 Correct Answer: A  
 
 
 
 

 QUESTION 6  

 
You are composing an e-mail message. You want to send the e-mail; in order to do so, you have to 

click the Send button. However, the message window does not contain the Send button. Which of the 

following is the cause of the issue? 

A. A signature is added. 

B. The e-mail is marked as read. 

C. The e-mail account has not been created. 

D. The e-mail is a junk e-mail. 
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 Correct Answer: C  
 
 
 
 

 QUESTION 7  

 
David works as a Support Analyst for White Well Inc. He uses Microsoft Outlook 2010's business card 

to save contacts information. MS Outlook has been configured to use an Exchange account. He 

includes two business cards in an e-mail message to send the contact information about the suppliers 

to Mr. Thompson and Mr. Jackson. By using the business cards, David will visually communicate the 

corporate and personal identity of the suppliers. He sends the e-mail message. However, the recipient 

of the e-mails receives the cards that are only images and are non-clickable. They also receive an 

attached .vcf file that contains the information about the contact. Which of the following is a cause of 

the issue? 

A. Recipients are using plain text format to view the e-mail. 

B. Business Cards are added as an e-mail signature 

C. Recipients are using Outlook 2010. 

D. Recipients are using HTML text format to view the e-mail. 
 
 

 

 Correct Answer: D  
 
 
 
 

 QUESTION 8  

 
You are composing an e-mail message. You add a digital signature to the e-mail. Now, you want to 

ensure that the e-mail message is received unaltered. You also want a notification to tell you who 

opened the e-mail and when it was opened. Which of the following will you use to accomplish the 

task? 

A. Request a read receipt. 

B. Request a delivery receipt. 

C. Request an S/MIME receipt. 

D. Use RSS Feeds. 
 
 

 

 Correct Answer: C  
 
 
 
 

 QUESTION 9  

 
Mark works as a System Analyst for Blue Well Inc. He uses Microsoft Outlook for messaging and e- 

mailing. 

MS Outlook has been configured to use an IMAP account. He schedules some meeting requests and 

events for the sales ratio project of the company. He sends the meeting requests to the CEO and the 

Manager of the sales department. However, recipients view Mark as busy, when in reality he is free 
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and does not have any appointment. Which of the following is the cause of the issue? 

A. He has made changes in the Free/Busy options settings. 

B. He has made changes in the Show as time text box. 

C. He has made changes in the Free/Busy grid. 

D. He has made changes in the Availability settings 
 
 

 

 Correct Answer: B  
 
 
 
 

 QUESTION 10  

 
Mark works as a System Analyst for Blue Well Inc. He uses Microsoft Outlook for messaging and 

emailing. MS Outlook has been configured to use an Exchange account. Mark wants to run the 

AutoArchive feature in every 10 days instead of 15 days, for all his e -mail folders. He opens the 

AutoArchive dialog box to disable the settings. However, the Run AutoArchive every n days check box 

is disabled. Which of the following is the most likely cause of the issue? 

A. Blue Well Inc. enforced security policies. 

B. Mark changed the Per-folder settings. 

C. Mark changed the AutoArchive settings. 

D. Blue Well Inc. enforced retention policies. 
 
 

 

 Correct Answer: D  
 
 
 
 

 QUESTION 11  

 
You are composing an e-mail. You want to add a signature to the e-mail. Subsequently, you want to 

add another signature to the e-mail. However, you are not able to add multiple signatures. Which of 

the following is the most likely cause of the issue? 

A. The e-mail is a reply of a message. 

B. The e-mail is marked as read. 

C. Only one signature can be added to the e-mail. 

D. The e-mail is an outgoing message. 
 
 

 

 Correct Answer: C  
 
 
 
 

 QUESTION 12  

 
You work as an Office Assistant for InfoTech Inc. You use Microsoft Outlook 2010 for messaging and e- 
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mailing. 

MS Outlook has been configured to use an Exchange account. You compose an email to the 

employees of a company. The e-mail provides information about the new policies of the company. 

After successfully composing the e-mail, you want to send an email 'Market Trends' received from a 

customer as an attachment. 

The 'Market Trends' email contains attachment files related to the latest market trends about the 

various products. Which of the following action s will you take to attach the 'Market Trends' email with 

its files to the current email? 

A. Open the message. Click on the Message tab, and then click the Attach Item button in the Include 

group. 

B. Open the message. Click on the Message tab, and then click the Outlook Item button in the 

Include group. 

C. Open the message. Click on the Message tab, and then click the Attach File button in the Include 

group. 

D. Open the message. Click on the Insert tab, and then click the HyperLinks button in the Links 

group. 

 
 
 

 Correct Answer: A  
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