Cheat Sheet - Outlook Mail for Windows bl

Organize your Inbox

Focused Inbox separates your inbox Find messages and perform
into two tabs—Focused and Other.* actions from the Search box.
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E E ™ Internal Screens [ Move I:D
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\rchive E lanage = Rules Tag
fm v BT Team Email i md Anahlata >
Respond q. Filter
v All Mail
@ Focused Other . 1 .
- Unread Mail @ See only your Unread mail.
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Irvine Sayers Flagged Mail
Voice Mail (9 seconds)
Hi Megan, thanks for meeting up with me Mentioned Mail
. Arrange by .
Lidia Holloway Arrange mail by Date, From,
Voice Mail (9 seconds) j Date (Conversations) @ €ategories, Flags, Subject and
Hey Megan, it was good catching up last - more...

*Focused inbox is only available with an Exchange, Outlook.com, or Microsoft 365 account.

Custom...

Add Reminder... Move to Other
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Flag messages to set a reminder Train your Focused Inbox
Select [* by a message Select the Focused or
it = ___ to add it to your to-do Other tab and right-click
Today list. '{é}" Set Quick Actions..  the message you want to
move.
....................... F Tomorrow To set a reminder, right- E['-IE'] Rules from Focused. choose
B This week click .|" and select Add EL'I Move to Other or
s B Nextwee Reminder... Then choose Move Always Move to Other.
! a date and time.
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Mark Complete Always Move to Other

Clear Flag
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Set Quick Click.. Ignore

{9} Set Quick Actions...
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Find & perform actions from the Attach a link to share a file
Search box
While composing a
Current Mailbox P comtact (@Y B | remy | Messtgarmess message, select Attach File.
Send / Receive \ Actions Sl s e To share as an online file,
Q= contacts e choose the file and select
sentTo~ &l s Share link.
A= pew Contact Subjert RE: Projject ugdate?
< i Then select the arrow next
R Contact Supporl = f‘)r’ i :urinnr i £ . 1 i
i [PrgniEstian i to the file name to set file
— .
Get Help on Ope permissions.
Opan File Locatian
@ Get Help on "cantact” From: Henri  Attach as Copy
Enter what you want to sent Wedlt 8 ChangsFemiions. 3
Teo: hegan | o "
do, then select the Subject: Pre (21 quick b
action, or select Get
Help to find out more.
Create a signature Set an Out of Office notification
Signatures and Satianeny ? " A -t | f t
ol Supmis: [ . ccount Informaton . .
: I“ 't femsmen From a new email, select Select File > Automatic
st s o adn Insert > Signature > MeganD@contos.com Replies.*
o ] Mol SeNtade
St Signatures... + Add Acsount
' | le) Account Settings
Bt signamrs i Changa settings for this account or set up maore |
Account cornections.
Calltel Boct n L Ambrnatl: = Aeluedness Canl | i S Settings ®  Access this account on the wek.
Megan Bowen £ httosfoutiook live comy owad outiook com.
m:';‘::“" ® Gt the Qutlock app for €95 or Android,
mhowen:@comoso.com
Change
Automatic Replies
5 Use automatic replies to notify athars that you ane on vacation, or not available to
Automatic respond te email MESsajes
L4 Replies

o Gl signature Semaiates

* Automatic Replies is only available with an Exchange,
Outlook.com, or Microsoft 365 accounts.

Keyboard shortcuts

Go to Calendar Ctrl + 2 Flag for followup Ctrl + Shift + G
Go to Mail Ctrl +1 Insert file Alt+ NA F

Reply Ctrl + R Search Ctrl + Eor Alt + Q
Reply All Ctrl + Shift + R Send/Receive Shift + 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

© 2021 Microsoft Corporation. All rights reserved. Page 2 of 2


https://go.microsoft.com/fwlink/?linkid=864503
https://go.microsoft.com/fwlink/?linkid=864509
https://go.microsoft.com/fwlink/?linkid=864504
https://go.microsoft.com/fwlink/?linkid=864510
https://go.microsoft.com/fwlink/?linkid=864506

	Cheat Sheet - Outlook Mail for Windows
	Cheat Sheet - Outlook Mail Windows

