
MICROSOFT  TRAINING

Learn Microsoft Outlook 
Language Course Introduction
Master Microsoft Outlook's powerful features to efficiently manage emails, calendars, and tasks. 

Boost your communication and productivity.

DURATION

2 hours
LEVEL

Intermediate
FORMAT

Instructor-Led

-  Globally Recognized Certification -  Expert-Led Hands-On Training -  Flexible Scheduling
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COURSE OVERVIEW

This intermediate-level "Learn Microsoft Outlook Language Course Introduction" is meticulously designed for professionals 

seeking to optimize their communication efficiency and accuracy within a globalized work environment. Over two intensive 

hours, you will delve into Outlook's powerful language features, learning how to configure language settings, leverage 

advanced proofing tools, and effectively manage multilingual correspondence. This course moves beyond basic email 

functionalities, focusing specifically on how language settings and tools can prevent miscommunication, enhance 

professionalism, and streamline workflows when interacting with diverse colleagues, clients, and partners.It equips you 

with the practical skills to navigate language complexities seamlessly, ensuring your messages are always clear, correct, 

and culturally appropriate.

Duration 2 hours

Level Intermediate

Vendor Microsoft

COURSE CURRICULUM

01 Module 1: Understanding Outlook's Language Ecosystem

-  Overview of language settings and their impact

-  Setting default editing and display languages

-  Exploring language packs and their installation

-  Understanding regional format options for dates, times, and numbers

02 Module 2: Mastering Proofing Tools and Dictionary Management

-  Utilizing spell check and grammar tools in multiple languages

-  Customizing dictionaries for industry-specific terminology

-  Managing auto-correct and auto-format options across languages

-  Troubleshooting common proofing tool issues

03 Module 3: Effective Multilingual Communication

-  Composing emails in different languages

-  Leveraging Outlook's built-in translation features (where available)

-  Best practices for corresponding with non-native speakers

-  Techniques for ensuring clarity and avoiding ambiguity in cross-cultural communications

CAREER PATHWAYS

Graduates of this program are prepared for the following roles:

>  International Project Coordinator (optimizing multi-region communication)

>  Executive Administrative Assistant (managing correspondence for global teams)

>  Customer Service Representative (handling inquiries from a diverse, international client base)
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FREQUENTLY ASKED QUESTIONS

Q:  Who is the ideal candidate for this 'Learn Microsoft Outlook Language Course Introduction'?

This course is specifically tailored for intermediate Outlook users who regularly engage in communication with diverse 
teams or international clients. It's perfect for professionals in roles like administrative support, project coordination, or 
customer service who need to ensure precise and culturally sensitive communication using Outlook's advanced language 
functionalities.

Q:  How will mastering Outlook's language features enhance my professional communication and 
productivity?

By mastering Outlook's language features, you'll significantly reduce errors in multilingual correspondence, improve the 
clarity and impact of your messages, and save time previously spent on manual language adjustments. This directly 
translates to enhanced professionalism, fewer misunderstandings, and increased efficiency when working across different 
linguistic contexts.

Q:  Does this course cover using Outlook's language features with other Microsoft Office applications?

While this course primarily focuses on Microsoft Outlook's specific language settings and tools, the underlying principles 
of language configuration and proofing tools are consistent across the Microsoft Office suite. The skills learned here will 
provide a strong foundation that can be broadly applied to other Office applications, especially for features like custom 
dictionaries and basic language preferences.

ABOUT COMPUTER PRIDE

East Africa's Premier IT Training Center

With over 15 years of excellence, Computer Pride delivers globally recognized certification programs from leading 
technology vendors. Located on Kenyatta Avenue in Nairobi's CBD, our state-of-the-art facilities and expert instructors 
have empowered thousands of professionals across East Africa.

15+
Years of Excellence

10,000+
Professionals Trained

50+
Vendor Certifications

READY TO ENROL?
Take the next step in your technology career.

Location

1st Flr, ICEA Building
Kenyatta Ave, Nairobi

Email

info@computer-pride.co.ke

Phone

+254 705 900 900
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