Outlook on the web Malil

Cheat Sheet

Organize your Inbox

Office 365

Switch between Focused and

Other inbox.
Search Mail and People ,D @ New|v I Delete & Archive Junk|v
Filter, sort, and turn on
~ Folders Focused Other Filler v @——— Conversations and Focused
E— Inbox.
Inbox 16 Next: Carpocl Filter
SEE & Tony Krijnen; Sara D ¥ Al
In pracess 4 Updated Thursday WSCMet  Unread @ See only your Unread messages.
Hey Mally, | fixed a typo. It's
Requested g To me
Beta Session Complete ¥ Teny Krijnen Flagged
RSS Feeds | el Mentions
- ¢ Molly Dempsey Sortby @ Sort mail by Date, From, Subject,
- . Attachments, and more....
¢ Sara Davis
~ Grgups . Show as >
Teny Krijnen
o Healthcare Team + Show Focused Inbox @ Turp on Focused Inbox to see
= Molly Dempsey etis s mail that matters most to you.
i

Group messages by conversation.
Messages are grouped by subject.

Flag messages

Set a reminder. Pin message to top of
Right-click to choose inbox.
a date.

®
Tony Krijnen; Sara Davis o P>~
4 Updated Thursday WSC Meeting Agenda Mon 12:29 PM

Hey Molly, | fixed a typo. It's good to go. Tony
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Train your Focused Inbox

Select the Focused or Other tab, and then right-click the
message you want to move.

kams Jean added you tothe  Flag

Mark as junk

lgnore
Demo on Yammer I
m All Company Move to Focused inbox i

]
119 (UL Iy Ve Always move to Focused inbox l§

Move >

Categorize >

Create rule... For instance, from Other,
choose Move to

Focused or Always
Move to Focused.
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Find and perform actions with Upload a file and attach a link to
Tell Me a message
7 ‘= Send @ Attach Discard s (]
Molly Dempsey ’g .
© S Bec
- Help x - Select Attach, and then
h v . select a file. Select Upload
Select ? and enter what Add 3 subjec and share as a OneDrive
outofefice you want to do. link to upload a file.
e Zoom demo.pptx X
Actions (5) Then select the Action anres v
to perform or Help to 1o teem o ' Select the arrow next to
oAtz rariies find out more. Aiach as 2 copy the file name to set file
% Create an automatic reply (Out of offic., Open in new tab permissions_
Unen message. —| Copy link
. i

Create a signature Set an Out of Office notification
Select a > Mail > Layout > Email signature Select a > Automatic replies

Email signature Automatic replies

Create automatic reply (Out of Office) messages here. You can set your reply to start at a sped
+'| Automatically include my signature on new messages | compaose continue until you turn it off,

Automatically include my signature on messages | forward or repl Don't send automatic replies

8 Send automatic replies

| Send replies only during this time period
W B I UM A& A S IZ v ’ B
o Starttime | Fri 9/22/2017 S00PM «
MO”y Dempsey 1 End time | Tue 9/26/2017 500 PM -
Product Manager, XT and ZT series = ] Block my calendar for this percd
+1918 555 0104 - e
20/1104 )
Out of Office
P
Choose your keyboard shortcuts
Keyboard shortcuts Select a > General > Outlook shortcuts include:
<o perform many common sk sing te koo ou can Keyboard shortcuts, and
o e o5 ving e keyberd ¥ y . i New message Ctrl + N
Select which option you'd like to use: choose which version of Repl Ctrl R
e trl +
Outiookcom shortcuts to use Ply .
Vo Reply All Ctrl + Shift + R
Grail Forward Ctrl + F
® Outlook .
R Previous/Next Up/Down keys
More Keyboard Shortcut:

https://go.microsoft.com/fwlink/?linkid=864503

More info
Outlook on the Web Help, Differences between desktop, online, and mobile,
https://go.microsoft.com/fwlink/?linkid=864505 https://go.microsoft.com/fwlink/?linkid=864504
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