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Organize your Inbox

Switch between Focused and
Other inbox

m W Delete T trcHive &) Junk & Sweep B2

Filter, sort, and turn on
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Hi Megan! | have a See only your Unread messages,
- Ik 46 To me
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& Drafts ' Flagged
Patti Fermnandez
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Hi Megan! Quick que
B Deleted ltems 18 Attachments

e Conf Room Crystal o o— Sort mail by Date, From, Size,
> Q1 Check-in i Impaortance, and Subject.

Your request was accepted.

= Junk Email

= Archive
Flag messages Train your Focused Inbox
Switch between the Focused or Other inbox, select the
message you want to mave, and then select Move to.
Pin message to top of
Set a flag for the the inbox or folder. | RN
message. 3 Junk & Sweep B Movetn » <D Categorize -
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Fillt
. Move to Focused inbox
- ast woek Wiaid £ Always move to Focused inbox
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Hi Megan! | have a call with our social media... ":‘ T“t'“‘ i Deleted Items
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For instance, from Other,
choose Move to
Focused or Always
Move to Focused.
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Find the settings you want to
change with Search

Settings

Y Saarch Quileck stlings .—h_
Type the setting you'Te

looking for.
ﬁ.nlﬁl

view all

Create a signature

select {} > View all Outlook settings > Mail >
Compose and reply

Emasil signature
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Magan Bowsen | Froduct Manage
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Choose your keyboard shortcuts

& eptanird thiinats

Select ﬁ > Wiew all
Outlook settings >

(o[ ¥ General > Accessibility,
? _ and choose which version
W of shortcuts to use
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More info

Outleok on the web Help,
" . , hulink/linkid = 864505
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Upload a file and attach a link to
a message
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I < Browse doud locations Select Attach, and then
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== browse your computer or
Ty 208 Progect Repartpdl. | ey locations like
Addel 8 301 OneDrive. You can also
) [ e choose a recent file from

c;;, CE Annual Report docx

Set an Out of Office notification

select & > View all Outlook settings > Mail > Automatic
replies
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Qutlook shortouts include:

Mew meszage Ctrl + N
Reply Ctrl + R
Reply All Ctrl + Shift + R
Forward Ctrl + Shift + F
Previous,/MNext Up/Drowin keys
Mnrel Keyboard Shortcuts: ——

Differences between desktop, online, and mobile,
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Schedule meetings and track responses

Step 1 - Schedule a meeting Step 2 - Get free/busy times for attendees

Select New event, and then enter attendee names in the Select Scheduling Assistant to see free/busy times.
Invite attendees box.
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Repeat: Nuver -
*) AAdd a roco
Step 3 - Add a room Step 4 - Make it a Teams Meeting
In Scheduling Assistant, select the Add a location or room Select the Teams meeting toggle to make the meeting an
box, and select a room under Suggested locations, or select online meeting.
Add Room and then choose a room.
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Step 5 - Attach a File Step 6 - Track invite responses
Select Attach B and choose if you want to upload a file from On your calendar, select the meeting to view the responses.
your computer or a cloud storage account like OneDrive.
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Apply categories to sort your events

Right-click an event, select Categorize, and then select the

category.
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Add another calendar to your
calendar view

To add another calendar to your calendar view, such as

holidays, select Discover calendars in the navigation pane.
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Keyboard shortcuts

Go to Calendar Crrl + Shift + 2

Switch calendar views

In Calendar, select the current view aption like Work Week
and choose another view option.
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Share a calendar

To share your calendar with someone, select Share at the top
of the page, enter the person’s name or email address, and
select Share.
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Go to Mail Ctrl + Shift + 1

Switch to day (1), work week (2), week (3), or month (4) Shift + Alt + [1,2,3.4]

More keyboard shortcuts: https.//go.microsoft.comyfwlink/?linkid=2025075

More info

Outlook for Web Help
https:/fgo.microsoft.com,/fwlink,/Minkid =864505

Differences between desktop, online, and mobile
https:/fao microsoft com fwlinkMinkid =864504
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