Outlook interface matching activity
Match the commands in the first column to the tab and/or group name to which it belongs. Mark your answer by entering the alphabet representing an item in the first column next to its match in the second column. To complete this activity, refer to the Outlook interface to locate each command and figure out which tab and group it belongs to. Work with a classmate if you need help or want to share your thoughts. 
	Command name
	Tab/Group name

	A) Reply All 
	Send / Receive tab, Send & Receive group 

	B) Time Scale
	Folder tab, Properties group 

	C) Calendar Properties
	Home tab, Respond group 

	D) Reading Pane
	Help tab, Tools group 

	E) Assign Policy
	Send / Receive tab, Download group 

	F) Update Folder
	View tab, Arrangement group 

	G) Show Progress
	Home tab, Tags group 

	H) Get Diagnostics
	View tab, Layout group 



