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Composing Email
To create a new email, navigate to the ribbon at the top of Outlook

There is a ‘New Mail’ button here
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Blind Copy
Outlook, by default displays just the ‘To” and ‘Cc’ fields when composing an email

However, there is an option on the righthand side of the ‘To’ field for Bcc

To Bce

Alternatively, you can also go under ‘Options’ and check the box to Show Bcc:

Outlook L Search CH  Teams ca
Home View Help Message Insert Format text Options
ﬁ El Show Bcc O T
Request delivery receipt
Edit E' HONE D : N ’ I :t Switch to plai
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: Request read receipt
- E! Show From D . 2 : text
Proofing Send Show fields Tracking Tags Format

If you have the need for Bcc to always be a visible field navigate to ‘View all Outlook settings’

On the lefthand side, ensure the ‘Mail’ tab is selected > click on ‘Compose and Reply’ and scroll down to
‘Message Format’ —there is a checkbox here to always show Bcc field

Settings Layout Compose and reply
B Search settings Compose and reply
For Replies/Forwards: | Greg

Attachments

3  General
Rules

= Mail
Sweep Message format

Calendar : . ; ; :

X Choose whether to display the From and Bcc lines when you're composing a message.

Junk email
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Customize actions
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Sync email

Compose messages in ‘ HTML ‘ format
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Read/Delivery Receipts
Read/Delivery Receipts are found under the options tab, when composing a new email:

Check the appropriate box to enable desired function for the email you are composing

Home View Help Message Insert Format text Options
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High Importance

This setting is found when composing an email, under ‘Options’ on the ribbon
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Searching Email
Searching email remains relatively the same

There is a search box at the top of Outlook, which provides a dropdown on the lefthand side to choose
which folder to search

All folders ~ & Search = 0O

You can also do an advanced search by using the filter button at the right of the search bar

|
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& Search

Search in All folders o

From

To
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Subject

Keywords

Date from Select a date B 1o Selectadate

Attachments ‘:’
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Flagging Email

Emails give an option to flag when hovering over:

O Apple News & B £
The latest on the 'Rust’ shootin... 712 AM T
Caution; This email originated from outside...
Clicking this will flag the email

If you want to get more in depth with your flags, you can Right-Click

This will give you additional flagging options:

® Apple News = F "
The latest on the 'Rust’ shootin... Today
Caution: This email originated from ou
Tomorrow
: This week
L
Next week
No date

L
Mark complete

I ITEHTA
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Delay Sending/Scheduling an Email

You will find the option to schedule an email for delivery under the options tab on the ribbon when
composing a new email.

Please note, you will need to compose this email, add a subject and recipient before this option
‘unlocks’

You would use this option instead of the normal ‘send’ at the top of your email to schedule a delivery:

Home View Help Message Insert Format text Options
E:';\ |:| Show Bcc - o
joé © [“] Show Cc [ | Request delivery receipt 9 T H EJ
Check Schedule D Request read receipt Importance  Switch to plain Save More
accessibilit send [] show From - text draft  options
Proofing Send Show fields Tracking Tags Format Save Cptions
Schedule send X
‘ Tomorrow morning Sat 8:00 AM ‘
‘ Sunday morning Sun 8:00 AM ‘

f Custom time

Cancel ‘

Choosing the ‘Custom time’ option, allows you to schedule beyond the recommendations

Set custom date and time &« X

January 2023 J 1/20/2023

S M T W T F 5 © | 800AM

22 23 24 25 26 27T 28

29 30 31 1 2 4
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Color Coding/Categorize
In Outlook, on the top ribbon (HOME) there is a ‘Categorize’ option

This will set colors to your emails > you can go to ‘manage categories’ to rename the tags, or even add
new categories if you utilize all the available colors.

Jd K LG

v Categonze Fag/ Pin/ Snooze £

“ Inflag ~ Unpin - pt
Sam Adams S
‘ L Search for a category ‘ test 10:31 AM
Informaticnal | test
I & Admin g
<) Informational
{J Needs Attention
Orange Category Greg Reoli i
~ {(No subject) 9:59 AR
() Purple Category Admin | Get Outlook for i0S

Yellow Category
New category

| Manage categories
| I—
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Preview Pane (Reading Pane)
Under ‘View’ settings in the Outlook ribbon, there is a reading pane option

This setting will allow you to hide, show preview to the right, or show preview at the bottom depending
on your preferred configuration

Iiﬂiﬁ_ L Search

Home View Help

g3 8 & o« @ =k (o =
View Conversations Message Folde - Reading [ ensity Immersive Print
settings y preview - pane pane - reader

Settings Messages Primt

v/ Show on the right
Show on the bottom

Hide
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Task Pane / To Do
Task Pane can be used in various ways

You can use it to display your calendar, tasks you created, flagged emails, and more

n  Teams call Lo i g

This will add your calendar to the right hand side by default,

But you can switch it over to ‘To Do’

For further information on setting up this view for ‘Flagged Emails’ please check out the KBA we have in
KACE: KB:00079

Calendar To Do e X

January v

5 M ¥ W
15 16 7 18 1

Calendar To Do od X

Flagged Emails v
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Saving Email Attachments
Select the email with the attachment to open it

You will see a few options here, depending on file type

@y Unassigned_Tickets.csv N
4KB
(5 Preview
__ side of The Rive
il Editin Browser @
Bl Editin Excel desktop app @ lssigryas necess

D Save to OneDrive - Rivers Equipment Group

{4 Download

You can either save to your OneDrive — which will place it in your OneDrive under the Attachments
folder

OR

You can hit ‘download’

This should prompt you for save location:
1 & * ThisPC > Downloads

Organize = New folder = - o

~

W This PC
# 30 Objects Today (3)
B Desktop
% Documents
& Downloads
b Music
& Pictures
. public (fileserver
B videos

. local Disk i) o « 3 3

(SN E Rl Inassigned _Tickets (2)

Save as type: Microsoft Excel Comma Separated Values File

# Hide Folders Cancel

If it does not give you this window when saving, you need to navigate to Google Chrome’s download
settings (chrome://settings/downloads) and toggle ON ‘Ask where to save each file before downloading’

Downloads

Change

Ask where to save each file before downloading
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Managing your Mail Signature
Managing your signature can be done in two ways

Method 1:

When compiling a new email, there is a Signature option under the ‘Message’ tab

= Home View Help Message Insert Format text Options
§ Attach

file ~
o} S

Hit this option, and select ‘Signatures...’

VZ8

Signature

e

Greg

Signatures... .l

This will take you to a screen where you can add a new signature, or set default signatures for new

messages and Replies/Forwards

Layout Compose and reply

Compose and reply
Email signature

Attachments
Edit and choose signatures that will be automatically added to your email message.
Rules
Create and edit signatures
Swee .
L —+ New signature
Junk email

Edit signature name

Customize actions
Sync email
Message handling
Forwarding
Automatic replies

Retention policies

Ml
-
1]
"
1Pl

l

(MM B M K B I U &2v A
Groups

Select default signatures

For New Messages: ‘ Greg g ‘

Greg ™ ‘

For Replies/Forwards:

Method 2: Navigate to ‘View all Outlook settings’ > Compose and Reply
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Calendar Usage
On the lefthand side, the calendar option is under mail

Once you are in your calendar, at the top you will see additional customization options

Outlook
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Enabling Desktop Notifications

To enable notifications > navigate to the settings cog wheel in the top right of outlook

ERCIC] | - |

Settings x

| L Search Outlook settings |

Theme

Y
"W EE
— a3
i

View all

Dark mode (O ‘:
Focused Inbox O @
Desktop notifications (@ ‘:

Select ‘Allow’ on the popup

outlook.office365.com wants to

l Show notifications
Allow Block
You will get an example notification popup as confirmation this is now enabled:

g Google Chrome

Success!
|

o Th
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Outlook Mobile Tips
The majority of customization will be done from within the outlook app

To navigate to settings, click on your profile image in the top left of the outlook app:

At the bottom of the window that pops up, there is a settings cog wheel, select this (highlighted below
lefthand side)

-
a X Settings

General

Help & Feedback >

Set Default Mail App

Mail Accounts

a Office 365

reoli_gregory35@jrenet.com

Add Mail Account

Storage Accounts
Add Storage Account

Add your storage provider to easily share, access, or
manage files from your Outlook app

Mail
Notifications >

Default
greg.reoli@jamesriverequipment.com

Signature Get Outlook for iOS >
@ Swipe Options Set Up / Archive >
§o2 Focused Inbox (%)
Organize By Jolead s
Here you can edit signatures, swipe options, notifications, etc.

One of the most common questions we get is how to change swipe options.
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Outlook defaults to archiving on swipe left. If you were using iOS Mail, you are likely use to this function
being ‘delete’

Below is how to change it to that functionality:

9:58 o LTE = 9:58 o LTE 9:58 al LTE @
Swipe Options < Swipe Left Swipe Options
Swipe items in your inbox to quickly access your Swipe items in your inbox to quickly access your
most used actions. ] Delete most used actions.
Swipe Right & Archive v Swipe Right
[ Flag/Unflag
Set Up —> Pin/Unpin Set Up —>

Mark Read/Unread

s Move
Swipe Left Archive Shooze Swipe Left Delete
f Read & Archive
+— B -) None +— w

RETURN TO TABLE OF CONTENTS




Dark Mode

To enable Dark Mode > hit the settings cog wheel in the top right

Toggle ‘Dark Mode’ on

Settings

‘ O Search Outlook settings

Theme

% mu il 750

View all

Dark mode @© @

O
- ¥
I

Settings

‘ £ Search Outlook settings

View all

Dark mode @
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View All Outlook Settings

Navigate to the settings cog wheel in the top right of outlook, advanced settings option is at the bottom:

I -

Settings X

‘ L Search Outlook settings ‘

Theme

View all

Dark mode () .—
Focused Inbox () ’.:
Desktop notification; @ ,.: ;}

Display density

Roomy Cozy Compact

Arrange messag : list
O Group into onversations

View all Outlook settings 3
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