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OUTLOOK ON THE WEB

Manage your email from any browser on any computer

e Email services provided with Office 365
e Accessible thru outlook.office3z6s.com

e NOT to be confused with Outlook.com, the free email service for general public

Move current selection
to an archive folder

Bulk delete emails using rules
based on the current selection

More options like Move to Clutter so it
learns what is important to you

Delete currently
selected emails

Create a new email
or calendar event

Search Mail and People ,0 @ New | V M Delete & Archive
© Folders - Inbox All v
4 Favorites Ty Carlson 1
Clutter 1 Litigation Meeting 11/28/2015
Karen, | have a meeting with the Contoso...
Sent Items
David So Y
4 Karen Berg Capital Expenditure Request 11/28/2015
» Inbox 34 Hello Karen, | would like to put in a capit...
Cltter . Carlos Grilo !
Drafts b*g M400 Smartphone Launch Conce 11/28/2015
Hey Karen, hope you're doing well. | have...
Sent ltems
Deleted ltems Eric Gruber [ g
. . Expense Reporting Training Coni 11/28/2015
Conversation History All, Don't forget to submit the confirmati...

For more information please contact
info@o365support.com.

Set current
selection as junk
or phishing emails

A

Pick a folder to bulk
move emails out of
the current folder Access all your
settings (more
details inside)
Categorize emails —
with a color and label

I
Junk | ¥ Sweep Moveto vV  Categories V eoe 2 Undo
. - A
Capital Expenditure Request A
Efg" | David So & 9 Replyall |V
)
NS To: M Karen Berg; v Reply
— Reply all
N\
< Production.vsdx v
ﬁo] 471K8 Fonard
Download Save to OneDrive - pint7 Reply all by meeting
Reply by IM
Action Items Reply all by IM
Delete

Delete all messages from David So

Hello Karen,

Disclaimers: Accuracy of this guide is subject to Office 365 changes
and the Office 365 release schedule for your organization.
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This is the total
number of unread
emails in this folder

Hover over a folder and
click the star to add it
to Favorites above

Skype chats are
logged here

Spam and other harmful
email get moved here
automatically

Your license may
include in-place
archive; get to it here

Find emails that Outlook thinks is cluttering up your inbox here.
Moving Emails in and out of the Clutter folder makes Clutter smarter.

Office 365

Search Mail and People ,D

© Folders -

4 Favorites

|: Clutter 1
Sent Items

4 Karen Berg

Conversation History

Junk Email

i1

Notes

» In-Place Archive - Karen Berc

» Inbox |:34
Clutter 1
Drafts Eﬁ’

Sent ltems
Deleted ltems |:

Outlook
@ New | ¥ T Delete & Archive
Inbox All v
Ty Carlson )

Litigation Meeting 11/28/2015

Karen, | have a meeting with the Contoso...

David So
Capital Expenditure Request 11/28/2015

Hello Karen, | would like to put in a capit...

Carlos Grilo !

M400 Smartphone Launch Conce 11/28/2015

Hey Karen, hope you're doing well. | have...

o P>
11/28/20{5

All, Don't forget to submit the confirmati...

Eric Gruber

Expense Reporting Training Coni

David So
Shift Change Request 11/28/2015

Hi Anne, | need you to switch shifts with... |

David So 1
11/28/2015

Anne, | will be delivering the attached pre...

Assistance needed - presentatior

David So )
11/28/2015
Hey Karen, Here are the new design spec...

the information you requested

Kelly Krout

Change how your emails are
filtered, sorted and displayed

Junk | v

Expand for

details

more recipient

Collapse this Click for the full list
conversation of actions you can
thread

Sweep Move to V

Categories V

e 7 4 1)y

Capital Expenditure Request [a
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lﬁ"a David So
% )% To: MKaren Berg; v :I

Production.vsdx v :|
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Download Save to OneDrive - pint7 ]

Action Items

Hello Karen,

I would like to put in a capital request to L
design. | believe we can increase efficienc
location of the Quality Control Specialists.
books to discuss this?

| have attached an updated diagram of thi

Thank you,

David

L S Replyall |V
Reply
Reply all
Forward
Reply all by meeting
Reply by IM
Reply all by IM
Delete
Delete alllmessages from David So
Move to Clutter
Mark as junk
Mark as phishing
Mark as unread
Flag
Assign palicy > :| =
Print
View message details

Open in 3 separate window

perform on the email

Turn on and configure
automatic replies

Adjust reading
pane, message list
and conversation
settings

Enables saving email
information locally
without needing
internet access

Email templates,
maps, and other 3™
party add-ons

Change the colors
and background
images

Choose to show /
sound reminders or
new email alerts

Advanced email and
calendar settings

Settings

Settings A
Search all settings o

Automatic replies
Create an automatic reply (Out of office)
message.

Display settings
Choose how your Inbox should be organized.

Offline settings
Use this computer when you're not connected
to a network.

Manage add-ins
Turn add-ins on or off, install new ones, or
uninstall others.

Theme
Choose your favorite theme.

Notifications
On

My app settings

Office 365
Mail

Calendar v

Select one or more emails
using these checkboxes

Click an email to

view it in the right
pane ordragto a
folder on the left

Delete, mark as read/

unread, flag for follow-up,
pin buttons appear when

hovering over an email

Smart actions or Quick link Attachment menu
installed addon actions for the to view, download,
options will attachment save attachments

appear here

depending on its type

With in-place archive
enabled, you can change
which archive/ delete
policy will get applied



Upload one or more files Change your mind;

New Email to send with the email delete this draft
Once your emailis
ready to send, A B 2 ﬁ
click here Draft the
[ I P ) i
= Send @ Attach @ Add-ins  Discard Ql i) :l email ih its

Click here to search own window
your contacts |: = N
and organization’'s
directory Type the name or

& email addresses
Enter the subject of the recipients
of your email Addiaisubject

[@]©|BII_{AAA'A/A=E::1--)::V

Insert images and
format the body text
Enter the body of ! !
the message here

Click to show the add-ins right Show Bcc line, set importance,

panel like Template emails save for later and more

Upload files to Add details for holding
New Calendar Event include with this event the meeting online
) T 1

View calendar of H save [ Discard [ Attach @) Skype meetingv @ Add-ins Charm v Categorize v x
all participants to
help pick a time that Details People a
works for everyone

E fci) Scheduling assistant
Enter names/

tAdidzrtocation d Add \dd people i
Reserve one of your ’ C foor) + email addresses

organization's rooms - ﬂ Coren Berg of people to invite
fOI’ th|5 eVent Tue 2/16/2016 - 830 AM - Al day Organizer
End
Tue 2/16/2016 v |930AM - Pfivate:l = Only date/time, are
Repedt . visible if others use
Npee . caw = - Scheduling Assistant
Get notified and _
optionally send to R;mms - S’Busy ! :
everyone too |
|: Add an email reminder
@ © ‘ B I U WA A & A =[i= 5« 25 Vv
Additional info about
the event go here N7
Choose which of your All participants
calendars to save this event to are listed here
For more information p[ease contact Disclaimers: Accuracy of this guide is subject to Office 365 changes
i f @ 365 t and the Office 365 release schedule for your organization.
INTO@0 support.com.
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