Cheat sheet - Outlook on the web Mail s icroset

Organize your Inbox

Outlook SW|tch.between Focused and
Other inbox.
= [ Delete & ArcHve © Junk v < Sweep E3
. ) Filter, sort, and turn on
> Favorites () @ Focused = Other (@ Filter v @ Conversations and Focused

v Al Inbox.

O Grady Archie
> Social strategy me

. Unread ._ |
Hi Megan! | have a ¢ See only your Unread messages.

~  Folders

> Inbox 46 To me
July
¢ Drafts 1 Flagged
B cont 8 Patti Fernandez Mentions ® Show only messages you are
ent ltems e >. Meeting tomorrov @mentioned in.
Hi Megan! Quick que h
il Deleted Items 18 Attachments
@ Conf Room Crystal Sort ® Sort mail by Date, From, Size,
& Junk Email > Q1 Check-in - Importance, and Subject.
Your request was accepted.
=  Archive
Flag messages Train your Focused Inbox
Switch between the Focused or Other inbox, select the
message you want to move, and then select Move to.
Pin message to top of
Set a flag for the the inbox or folder.
message. ® Junk ®/ Sweep 59 Moveto v <& Categorize '9
2 Fearch for a folde
Filte
. Move to Focused inbox
. ast week Wed § Always move to Focused inbox
O Grady Archie = B = Hi Irvin Sayers, MyAnalyt
> Social strategy meeting? £ Inbox
Hi Megan! | have a call with our social media... in Teams 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 .—{-I—

—— Type the setting you're
Theme

looking for.

Office

e * -
Sl

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¢ M A B [ U Z A = = «E %E »
Megan Bowen | Product Manager

Contesg | 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
'v(eym.rdshmm;k s h kot o cn chocse whien | S€1ECE O > View all
B o Outlook settings >

Select which option you'd like to use:

O outookecom General > Accessibility,
Yahoo! Mail . .
8%.\ and choose which version

@® outosk of shortcuts to use

(O Tum off keybaard shorteuts

To see the full 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
a message

B Send [ Attach v ﬁ—mu

Ll Browse this computer

o & Browse cloud locations Select Attach, and then
Suggested attachments Choose If yOU want to
& y browse your computer or
2019 Project Report.p 8 i
B Openca 1072872010 cloud Ipcatlons like
Add a su OneDrive. You can also

Career Planning.pptx :
O 10y choose a recent file from
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 only during a time pericd
End time
Send automatic replies inside your organization

g AB I U LA S = = oE o

Add a message here

B 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 Up/Down keys
More Keyboard Shortcuts:

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

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