Cheat Sheet - Outlook Mail for Windows bl

Organize your Inbox

Switch between Focused and Find and perform actions
Other inbox view.* with Tell Me.

Inbox — MollyD@contoso.com

Folder View Help @ Tell me what you want to do

Searlh Current Mailbox . e e QUiCkly find A2 with
Search.
Focused Other All =
- v All Mail
@ ¢ Updated Thursday W5C Meeting Agenda y Unread Mail (@——————— See only your Unread mail.
Molly Dempsey Sent ttems . .
Heyall, I've updated the WSC Meeting Agenda for this Mentioned Mall
Tony Krijnen 1247 M 3 Arrange By .——— Arrange.mail by Date,.From,
Molly, Owverall this looks good. | added a few items to the Tl Reverse Sort Categorles, FIags, SUbJeCt and
more...
Sara Davis e =r .f Show as Conversations
Hey Mally, Agree with Tony on the ch+ges. Also, | added Show in Groups
Molly Dempses Cont ttmc v Show Focused Inbox (@) Turn on Focused Inbox to see
Group messages by conversation. mail that matters most to you.
Messages are grouped by subject.
*Focused inbox is only available with an Exchange, Outlook.com, or Office 365 account.
Flag messages to set a reminder Train your Focused Inbox
@~ A Select [* by a message Select the Focused or
AN P" [oday to add it to your to-do Other tab and right-click
list. the message you want to
| Tomorrow
move.
_: | This Week T(? set:m reminder, right- v Move From Focused, choose
AN | Mext Weak click P and select Add l@ OneNote Move to Other or
|-_ ) Reminder... Then choose > N Always Move to Other.
Mo Date a date and time.
- ~ Move to Focused f
| Custom... 7
P Always Move to Focused @—
v i
AN Add Reminder... h
: 5 Ignore d
v Mark Complete 1 x 19 d
[ ]
’ Clear Flag & Junk »
Set Quick Click...
A,
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Find & perform actions with Tell Me Attach a link to share a file

While composing a

Foa? | Mel@ummenzam message, select Attach File.
| Add a Header » | Built-in Anlatlun . . .
N Blank _If it's an online file, select
o Edit Header p— the arrow next to the file
TNt 3 Remove Header , ' 1 icci
- * ), 00 e ek b e -@—— name to set file permissions.

Enter what you want to
do, then select the bie fatest draft. Please have your ¢
action, or select Get

Help to find out more.

. N ' To share as an online file,
gy et select Upload, and then
§ Changebemisens 1 aene o S€lECt your cloud location.

= Cuick Print

216
e Get Help on "add header"

At

e Can \wew

SO smart Lookup on “add header"

1 g : : |
/| Create or madify signatures for messages Automatic Replies (Out of Office)
Select New Email > - Use automatic replies to notify others that you are out of office. ot Select File > Automatic
A’li‘ Use | " 1 jomatic respond to email messages.
Jnstures and Sta . . ples . S
ook Signature > Signatures... o s —— Replies (Out of Office)
g E-mail Signature  Personal Stationery
1= Select signature to edit Choose default signature ‘, M O Do not send sutomatic reples
personal Emallaccount ol Maf @ Send sutomatic replies
Masiage of . ools I [Z1 0ty send during this time range:
E i T - St time: Thu 92172017 v 1ooPM (v
Sy Replies/forwards:
g R End time:  Mon 97252017 v 200PM v
U
S L2 e e e i 5 sd Automatically reply once for each sender with the following messages
o ge Rules  itef & inside My Organization @ Outside My Organization (On)
SegoeUisemibold >/ 8 ~ | B T U N - = Plerts )
Conversatia Segoe Ul -7 - B I UA:
x. Molly Dempsey SId |1 wit be ot of the office until Tuesday 26 September. For anything urgent,
o ot Manacor YT 2nd 7T ca o olesce cantact lanet Shoer fanet @y oo o

* Automatic Replies is only available with an
Exchange, Outlook.com, or Office 365 account.

Keyboard shortcuts

Go to Calendar Ctrl + 2 Flag for followup Ctrl + Shift + G
Go to Mail Ctrl + 1 Insert file Alt+NAF
Reply Ctrl + R Search Ctrl + E

Reply All Ctrl + Shift + R Send/Receive F9

See keyboard shortcuts for Outlook at: https://go.microsoft.com/fwlink/?linkid=864503

More info

Outlook Training, Outlook Quick Start Guide,
https://go.microsoft.com/fwlink/?linkid=864509 https://go.microsoft.com/fwlink/?linkid=864510
Differences between desktop, online, and mobile, Differences between Windows and Mac version of Outlook,
https://go.microsoft.com/fwlink/?linkid=864504 https://go.microsoft.com/fwlink/?linkid=864506
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Organize your Inbox

Outlook O search SW|tch.between Focused and
Other inbox.
= ] Delete T Arcfve & Junk ~ < Sweep B3
N . @ y d N ) Filter, sort, and turn on
Favorites £ Focuse =7 Other 1 Filter v @ Conversations and Focused
Inbox.
v
Grady Archie Al
~  Folders O .
> Social strategy me Unread ._
Hi Megan! | have a ¢ g E— See only your Unread messages.
> Inbox 46 To me
July
¢ Drafts 1 Flagged
Patti Fernandez
a ‘ : Show only messages you are
B Sentltems B :I meetm?éomck)rrov Mentions O @mentioned in.
i Megan! Quick que
il Deleted ltems 18 Attachments
@ Conf Room Crystal Sort ® Sort mail by Date, From, Size,
©  Junk Email > Q1 Check-in s Importance, and Subject.
Your request was accepted.
=  Archive

Flag messages

Pin message to top of
Set a flag for the the inbox or folder.

message.

Grady Archie
> Social strategy meeting?
Hi Megan! | have a call with our social media...

O W = P =
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Train your Focused Inbox

Switch between the Focused or Other inbox, select the
message you want to move, and then select Move to.

® Junk Sweep 5 Moveto v & Categorize v '9

/O }c. for a folder

Filte
Move to Focused inbox
ast week Wed { Always move to Focused inbox
Hi Irvin Sayers, MyAnalyt
£ Inbox
n T il Deleted Items
1 post Tue ¢

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 X
| L Search Outlook settings .—L

Type the setting you're
Theme

looking for.

Ofﬁce - .
o —_|
el

View all

Create a signature

Select a > View all Outlook settings > Mail >
Compose and reply

Email signature

Create a signature that will be automatically added to your email messages.

B §F A A B [ U &£ A = = «E »E »n

Megan Bowen | Product Manager
Contoso | Mark 8
meganb@contoso.com | 425-555-3343

Automatically include my signature on new messages that | compose

D Automatically include my signature on messages | forward or reply to

Choose your keyboard shortcuts
tmoa,rdmmi“‘ ks g ey You cn chocse wich Select O > View all
e Outlook settings >

Select which option you'd like to use:

O outookcom General > Accessibility,
Yahoo! Mail . .
86"“” and choose which version

@ Outlook of shortcuts to use

(O Tum off keyboard shortcuts

To see the ful list of supported shortcuts, press the ? (question mark) key or
click here.

More info

Outlook on the web Help,
https://go.microsoft.com/fwlink/?linkid=864505
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Upload a file and attach a link to

da message

B send [ Attach v G—Mu

B Browse this computer

To .
@ Browse cloud locations
Suggested attachments
Cc
GW 2019 Project Report.pdf
=== Opened 10/28/2019
Add a su

Career Planning.pptx

Select Attach, and then
choose if you want to
browse your computer or
cloud locations like
OneDrive. You can also
choose a recent file from

Opened 10/25/2019

Suggested attachments.
CE Annual Report.docx
Opened 10/16/2019 ‘

Set an Out of Office notification

Select a > View all Outlook settings > Mail > Automatic
replies

@D ~utomatic replies on

[ send replies cnly during a time pericd

End time
Send automatic replies inside your organization

I M A B I U 2 A = i= & &

Add a message here

' Send replies outside your organization

[ send replies only to contacts

Outlook shortcuts include:

New message Ctrl + N
Reply Ctrl + R
Reply All Ctrl + Shift + R
Forward Ctrl + Shift + F

Previous/Next

More Keyboard Shortcuts:
https://go.microsoft.com/fwlink/?linkid=2025075

Up/Down keys

Differences between desktop, online, and mobile,
https://go.microsoft.com/fwlink/?linkid=864504
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