Outlook Mail for Windows Cheat Sheet

Organize your Inbox

Switch between Focused and
Other inbox view.

Inbox — MollyD@contoso.com Find and perform actions with Tell
_ Me.
Folder View Help Y Tell me what you want to do
| Search Current Mailbox jeol | Current Mailbox = QUICkIy find messages with
Search.
Focused Other All ~
v All Mail
“ Updated Thursday W5C Meeting Agenda Ungead Mail ————— See only your Unread mail.
Molly Dempsey Sent ftems @J . i
Heyall, I've updated the WSC Meeting Agenda for this Mentioned Mail
Tony Krijnen 12:17 B G Arrange By » —— Arrange mail by Datg. From,
Mally, Overall this looks good. | added a few ftems to the T ReverseSort Category, Flags, Subject and
more....
Sara Davis 12:20 PM =] ¥  Show as Cenversations
Hey Molly, Agree with Tony on the changes. Also, | added Show in Groups
Molly Dempsey Sent ftems v Show Focused Inbox Turp on Focused Inbox to see
l Group messages by conversation. mail that matters most to you.
Messages are grouped by subject.
Flag messages to set a reminder Train your Focused Inbox
@ 4 Select  nextto a Select the Focused or
™ Today message to set a Other tab and right-click
[ . . e
reminder. Right-click | the message you want to
| Tomorrow
to choose a date for the move.
[ . ) N
! [ This Week reminder. Move From Focused, choose
X Mext Weak Move to Other or
AN | '@ OnelNote Always Move to Other
* No Date y )
. +~ Move to Focused f
| Custom... 7
g _ Always Move to Focused @—
AN Add Reminder... h
: 5 Ignore |
v Mark Complete 1 x 19 d
[ ]
’ Clear Flag & Junk »
Set Quick Click...
A,
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Outlook Mail Windows

Cheat Sheet

Find and perform actions with Tell
Me

Built-in
Blank

| Add a Header »

AaB [ Edit Header

TN [ Remove Header

Enter what you want to
do, then select the

y action, or select Get
Help to find out more.

216
0 Get Help on "add header"

SO smart Lookup on “add header"

Create a signature

A t i tures f 3
' 0"“‘"’"""4 E-mail Signature  Personal Stationery
= Cust
Selest signature to edit Choose default signatur
Message o -
'I] whe New messages: 0
vIE —
-] . .
7q o= = o [ mee | Select File > Options >
YID it signature Mail > Signatures...
SegoeUisemibold ¥ 8 ~ | B T U I
Conversatio|
Xo cod Molly Dempsey
i Deachict Mananar ¥T and 7T

Keyboard shortcuts

Attach a link to share a file

While composing a

From™ | Mollyd@contoso.com

Latest drait for your review

a Anyone can edit

Cpen

e latest draft, Please have your¢ /0" @ Lesanen

Attach as Copy

¥ Quick Print

QT4000 Release Guide [draft)docx

Y Change Permissions ¢

message, select
Message > Include >
' Attach File.

Select the arrow next to
the file name to set file
| permissions.

Tony Krijnen, could you @ Select Share as
OneDrive link to upload
a file.

Anyone Can Edit

Set an Out of Office notification

Automatic Replies (Out of Office)
- Use automatic replies to notify others that you are out of office, on vacatid
jomatic respond to email messages.
plhies
Automatic Replies - MollyD@contoso.com
. M (O Do not send automatic rephies
o Maf @ Send sutomatic replies
ools i [ Qnty send during this time range
Sarttime.  Thu 9212017 v 100PM v
Endtime:  Mon 9/25/2017 v 200PM
. Rd ile > i
sd Automatically reply once for each sender with the following messages Select File > Automatic
ge Rules itef & insde My Organization @ ousde myorgazminon | Replies (Out of Office)
lerts
Segoe Ul v 7 - B I UA:
SId |1 wit be ot of the office until Tuesday 26 September. For anything urgent,
- olesce contact lanet Sehoer ST 7 oo

Go to Calendar Ctrl + 2 Flag for followup Ctrl + Shift + G
Go to Mail Ctrl +1 Insert file Alt+N A, F
Switch to Inbox Ctrl + Shift =1 Previous/Next Up/Down keys

Switch to Outbox Ctrl + Shift + 0

Move to folder

Alt+H, M,V, select folder

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,
https://go.microsoft.com/fwlink/?linkid=864509
Differences between desktop, online, and mobile,
https://go.microsoft.com/fwlink/?linkid=864504
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Outlook Quick Start Guide,

https://go.microsoft.com/fwlink/?linkid=864510

Differences between Windows and Mac version of Outlook,
https://go.microsoft.com/fwlink/?linkid=864506
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