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Outlook & Calendar on the web

Organize your Inbox

Switch between Focused and

e 5
Office 365 = Outlook Other inbox
Search Mail and People ,O ®) Ndw|v il Delete B Archive Junk|™
Filter, sort, and turn on
~ Folders Focused Other Filter + @——— Conversations and Focused
D Inbox.
Inbox 16 Next: Carpool Filter
L i Tony Krijnen; Sara D ¥ A1
In pracess 4 Updated Thursday WSC Met  Unread @) J‘ See only your Unread messages.
Hey Molly, | fixed a typo. It's|
Requested To me
Beta Session Complete ¥ Tony Krijnen Flagged
RSS Feeds e e Menticns B
e s Molly Dempsey Sortby @ ‘ Sort mail by Date, From, Subject,
. ‘ Attachments, and more....
< Sara Davis
A Groups @ showas >
Teny Krijnen
o Healthcare Team + Show Focused Inbox (@——————— Tum on Focused Inbox to see
+  Molly Dempsey e s - mail that matters most to you.
— -
Group messages by conversation.
Messages are grouped by subject.
Flag messages Train your Focused Inbox
Select the Focused or Other tab, and then right-click the
message you want to move.
Set a reminder. Pin message to top of
Right-click to choose inbox. A ——
a date. kams Jean added youtothe  Flag
Mark as junk
Ignore
o Demo on Yammer f
o : B, (\ > m All Company Move to Focused inbox i
Tony Krijnen; Sara Davis m P b mo Updates from your Yan sz b
Always move to Focused inbox
4 Updated Thursday WSC Meeting Agenda Mon 12:29 PM
. Move > I
Hey Molly, | fixed a typo. It's good to go. Tony
Categorize >
Create rule... | Forinstance, from Otbher,

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
*2Send B Attach Discard  see i
o Ta Bee
Help % = Select Attach, and then
e select a file. Select Upload

and share as a OneDrive

— Select ? and enter what :
B you want to do. link to upload a file.
o @] Zoom demo.ppix x -
Aryone can egit ~ ‘

Actions (5) Then select the Action ®
to perform or Help to | henon T Select the arrow next to
. Amach a5 8 ooy . .
Automatic replies find out more. o the file name to set file

Open in new tals permissions.

5 Create an automatic reply (Qut of offi
Unen message. Copy link .

Create a signature Set an Out of Office notification
Select O > Mail > Layout > Email signature Select O > Automatic replies
Email signature Automatic replies
Create automatic reply (Out of Office) messages here. You can set your reply to start st a spec.
+/| Automatically include my signature on new messages | compose continue until you tum it off.

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

® Send sutomatic repbes

o Send replies only during this tirme pericd
W B I UM A K A DSV
- o Start time  Fri 8222017 = S00PM =
MO”y Dempsey =€ End time | Tye 9/26/2017 | S00PM -
Product Manager, XT and ZT series = (7 ikl 5 i pcd
+1918 555 0104 o
20/1104 )
Out of Office
P
Choose your keyboard shortcuts
Keyboard shortcuts Select O > General > Outlook shortcuts include:
ou can form many common tasks usi i 'ou can o Ke board Shortcutsl and
bkl s e b Y , , New message Ctrl + N
Sl o choose which version of Reol Cul s R
+
- shortcuts to use eply r
S Reply All Ctrl + Shift + R
e Forward Ctrl + F
= Dutioak .
Turn oif keyboard shortuts. PreVlOUS/NeXt Up/Down keys

More Keyboard Shortcuts,
https://aka.ms/OutlookWebKeyboardShortcuts

More info
Outlook on the Web Help, Differences between desktop, online, and mobile,
https://aka.ms/OutlookWebHelp https://aka.ms/CompareOutlook2016
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Schedule meetings and track responses

Step 1 - Schedule a meeting Step 2 - Get free/busy times for attendees
Select New > Calendar Event, and then enter attendee names Click I:% Scheduling Assistant see free/busy times.
in the Add People box under People. Scheduling Assistant appears after you add a person in the

Add People box.

Suggested times tn mest
Outlook T
© Thursday 9714, 430 P

& Friday 9715, &:00 AM
@ New v Add calendar v ? Interesting cale 2 i A 12p i;;g‘:i:‘s“:mm
Calendar event Attendees . P
. 39,2017 v -
mail message SR 2p -wgeldymmﬂng _Tml:lhn
Project Calendar | Calendar e — _—
Busy  Weeldy meeting 3P XT Series Overview
Conference Room - Baker
3 Sunday 4 Monday ﬁ !z?zlf:unen el £
Jﬁ Sara Davis ®
Step 3 - Add a room Step 4 — Make it a Skype Meeting
In Scheduling Assistant, click Add Room, select a location Select Add Skype Meeting to make the meeting an online
from the room list, and then choose a room. meeting.
AVAILABLE A Send [ Discard @ Attach (@) Add Skype meeting Charm ¥
F .
Conf Room Baker (Free) Details
Conf Room Hood (Free) Q3 Budge‘d

Conf Room Baker

Conf Room Rainier (Free)

Any available room in Building 2 Rooms Eri 9/15/2017 = 800 AM - 830 AM [ 30 minutes ) -

Choose new room list

Step 5 - Attach a File Step 5 - Track invite responses
Click Insert > Attach File > select a file and then as a Share Select the Meeting tab> select a meeting, and then select
link. Tracking to see responses.
e
Heow do you want to share this file? Thu 6/23/2017 12:00p - 1:00p =
(1-18] ’
Share as a OneDrive link ~ Project Team
6 Recipients can see the latest changes and work together in real time. @ 5 J Mwe:ft::nm SRS
Weekly Marketing Lunch lemten
When: Occurs every Thursday from 1200 PM to i 5
Attach as a copy 100 PM effective 2/9/2012, (UTC-U8-00) Pacihc Meﬁh"“
Recipients get a copy to review. | Time {US & Canada) Where: TBD e Y ~
b -
T 'a Janet Schorr
Mo respurne 3
© Weekly Marketing |
# Edit X Cancel IB:Jz'let:ichu:g
1
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Apply categories to sort your events

Right click an event, select Categorize, and then select the

category.
l Complete lqs Budget Conference Room - £
B Denied Open
. In process Reply
. Perznnal | Reply all
Requected Forward
T Scries Charm
.
L=
. ZT Series Shuw as
| Categorize

Add a calendar to your calendar

view

To add another calendar to your calendar view, select Add

Calendar > From Directory.

Omm

Open Shared  Calanda L_j Address Book

Calengar

ndar...
Septe Open Calendar.

Switch calendar views

Select Home, and then select a view option like Day or Work

Week.

Day Work week Week Month | Today
14 Thursday 15 Friday
Weekly meeting Weekly meeting
Mally Dempsey Molly Dempsey

e e

XT Series Overview
Conference Room - Raker

Share a calendar

Select Home > Share Calendar, add people to the To line,
and then select Send.

~ Dane

T .

Administrative Assistant

Allie Bellew
w &

Enter the person’s
name to see available
calendars from people
in your organization.

Share this calendar: Calendar

Send a shanng ewastian in emai

t DebraB@contoso.com | 80 vew all detas
e Fm B

People inside your organization

Keyboard shortcuts

e My Organization

Go to Calendar Ctrl + 2 Create new meeting request Ctrl + Shift + Q
Go to Mail Ctrl + 1 Go to today Alt+N A, F
Create Appointment Ctrl + Shift = A Search Up/Down keys

Switch to day (1), work week (2), week (3), or month (4) Shift+Alt+[1,2,3,4]

More keyboard shortcuts: https://aka.ms/OutlookWebKeyboardShortcuts

More info

Outlook for Web Help,
https://aka.ms/OutlookWebHelp

Differences between desktop, online, and mobile,
https://aka.ms/CompareOutlook2016
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