Tech That Works For U

Outlook Varieties — Which Version is Right for You?

/) INFORMATION December 14, 2021

o TECHNOLOGY



Who We Are

PRESENTER

CELIA MCFADDEN
Manager,

Integrated Solutions Support
UM Information Technology

MODERATOR

DIANNE RUBIN-ANDERSON
Sr. Business Systems Analyst,
Integrated Solutions Support
UM Information Technology

L J INFORMATION
—— TECHNOLOGY




AGENDA

IN N
OOOOOOOOOOO

What is Outlook?
Outlook Tips and Tricks

Outlook Desktop App for PC and
Outlook on the web (OWA)

Outlook Desktop App for Mac
Outlook Mobile App

Next Steps




What is Outlook?
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What is Outlook?

Microsoft Outlook brings your email, calendar, contacts, and more together
in one place.

* QOrganize email to focus on the
messages that matter most.

 Manage and share your calendar.
« Share files from the cloud so

wia
 Inbox
@ -
iy Phiti

recipients always have the latest Dlomas =| | o=
version. o
- Stay connected and productive .

wherever you are.
« Track and stay on top of your tasks.
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Different Versions of Outlook

Outlook Desktop Apps Outlook on the web Outlook Mobile App

Quick access to your email,
calendar, and contacts on any
computer with an Internet
connection

Provides basic email and
calendaring optimized for
mobile devices

Full-featured email and
calendar app, optimized for
PCs and laptops

Use if you're not using your Use when you're on-the-go and

Best for heavy email and own computer or if the desktop :
need to perform quick and easy
calendar users app runs slowly on your .
functions
computer
Works on PC, Mac, and Works on most Android and
Works on any web browser . :
Surfaces IOS devices
Can access at Can download the Microsoft
Can download from _ . :
http://portal.office.com http://email.miami.edu or Outlook app for Android and
' ' ) http://mail.mami.edu I0S from phone’s app store
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http://portal.office.com/
http://email.miami.edu/
http://mail.mami.edu/

Outlook Tips and Tricks

QL)) INFORMATION
.— TECHNOLOGY




iJ
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To grab someone’s attention, type the @ symbol, followed by their name.

Bcc

Add a subject

File

Message Help Q Tell me what you want to do
‘ f [ o | [asc
test o H S [@ T R
@ ﬂ 3 €> <_> = —2To Manager o
Test Office 365 Account i % . Delete Archive Reply Reply Forward r_=aD . Share to B Team Email =
testo3bS@miami.edu All Teams
Delete Respond Teams Quick Steps N
,-"{‘-':: Search Directory
For tomorrow's meeting
ISS Test MBX
To Test Office 365 Account
@Test Office 365 Account can you please update the agenda for tomorrow’s meeting?
< |Arial 1 B /7 U (4
I |
Send | v ‘ Discard ’ v & @ 45 E
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Email Attachment Reminders

Based on the body of your message, a reminder appears suggesting you may have
forgotten an attachment.

Send Cc
- Attachment reminder
ubject June Sales Report
Please see the attached report — | You might have forgotten to attach a file.

Attachment Reminder

| You may have forgotten to attach a
file.

Don't show me this message again

[:] Don’t show this message again

Don't Send Send Anyway |
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Auto-Add Events To Calendar

Outlook automatically retrieves important events from your email for supported senders
and automatically adds the items to your calendar.

Outiook

= -+ New message i Delete T Archive © Junk ¢ Sweep B Moveto v <D Categorize Vv
“ Favorites Focused  Other Filter ~ The Bank
a )
fao 131 1 Other: New conversations PR
Z Drafts 40 Sl > Due: Sat 12/30/2018
di Customer: Adele vance
&= Archive Lydia Bauer Cescan e
- Amount: $1,583.6
6 Contoso Store Fri 3:08 PM
Add favorite We're all set for the grand opening. Please
o ALxCJ"{ umber 14 B\ d :p bH
v Folders This month iew in calenda £3 Pay bi
A int 1 The Bank
£ Inbox Credit card statement Tue 10:05 AM utlook found new events. Useful | Not useful
Q Junk Email 6 View your statement now
The Bank »
Z Drafts 40 Lydia Bauer Toe 4/17/2018. 1231 PN :
Like a Friday fashion show Tue 8:08 AM
B Sent Items That’s who you are, that's what you could

Deleted Items Celeste Burton

This lightning storm, this tidal Tue 8:08 AM
This avalanche / I'm not afraid, come on

®)
® &

= Archive

Your statement is ready.

Conversation History

Amanda Brady

>

New folder > Charades, pop skill Tue 8:04 AM
=™ Water hyacinth named by a poet: imitati About your account ending in 1113
Adele Vance,
i g Henry Brill
> Family Picnic Tue 8:01 AM Your statement is available. If you're ready, you can make your payment now.
These are great. That camera takes great
B Statement balance: $1,583.67
‘,“’ Miguel Garcia Minimum payment: $23.00
&) "~ Menu Tasting Tue 7:50 AM
) o thara E Payment due date: December 30,2018 by 8 p.m. ET
Sounds great, I'll be there. Enjoy the sun
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Schedule Emails — Delay Delivery

Schedule emails to be sent at a later date and time instead of sending them immediately.

» Send @ Il Discard

Fo Send Later

7 Attach 2. Signature

From: Test Office 365 Account (testo365@miami.edu) v
To: () ISS Test MBX —
| _ Choose time: {P¥17/2021 [&| | 9:00 AM|
Subject:  For today's meeting [ » '
cancel  (EEZIND
Calibri(Body) o 1 A v B I U 3 £ v

LT > e _ ___ _

Can you please add “Finance Report” to today’s agenda?
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Share To Teams

Quickly share emails from Outlook or Outlook the web to a Teams chat or channel.

5 |8

'6/ @ Share to Teams
Share to

Teams E‘ Schedule meeting with Book Time With Me

Share to Teams

. Research and Development FPosts Fies Wi
L - Q- ka9(mpoﬂ«lﬂr~kmnpu
* Share to Microsoft Teams @

2 Meet

Type the name of a person, group, or channel

Megan Bowen ™
ance we need to review the following and incorporate into owr complance plar
EMEA T Pr
e Mark 10 Kickoff Chat avng Programs
Diego Sicilani
/A )
i} Alex, Lee, Lynne .
b Mogar
. Research and Development $rouoh
A prowan:
iK Alex, Kear
Sun, Feb 23, 2020 3:25 AM Thank
Hi Mega'm
0= ¢
Include attachments

Preview
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Outlook Desktop App for PC &
Outlook on the web (OWA)

QL)) INFORMATION
.— TECHNOLOGY



Open Multiple Windows

Quickly switch back and forth between different messages, appointments or sections
(ex. Mail, Calendar, and Contacts)

m

| Sent
> Trash

' > Search Folders
ﬁ Open in New Window
> Groups

Dock the peek
Show the peek
7 Hiols Miaclo s e Options...
] T RO\ cee

Items: 1,03 [\ Reminders: 1
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Attach OneDrive Files Or Other Recent Items

Attach files from your computer, OneDrive, or other storage locations to email messages

and calendar events and share them with others.

B Send [ Attach ¥ & Encrypt [i] Discard
Ll Browse this computer
To )
&  Browse cloud locations
@ Upload and share
Cc

Suggested attachments

Don't for % Presentation.pptx

Opened 1 minute ago

These Book.xlsx
3

Opened 1 minute ago

Test Document.docx
Opened 1 minute ago

& |calibri Vb2 v B I U

‘ Discard ’ UJV &d @

V4

Y

A

@

1l

Options

Format Text

ibri (Bod v 11+ A" A

10| I

Review Help Q  Tell me what you want to do

8 @ P/
Af
File v

=t

! High Importance

Follow Up v \QJ

Untitled - Message (HTML) cal

(L)

P oM2e e [EI = | &= 3= | Address Check ttach| Link Signature Dictate Immersive
o S-; = e Book Names ~ \L Low Importance Reader
! Basic Text 5} Names Recent ltems A sive |N
5 File5
= CAUsers) Desktop\
5 filed
= csers Desktop\
thehustlerabc
ﬂ C:\Users' \Downloads\
.| holeymoley
H C:\Users) \Downloads\
5 maskedsinger
!‘ C:\Users\ Downloads\
S Beat_Shazam
E C:\Users Downloads\
supermarketsweep
C:\Users' Downloads\
-" wheel-of-fortune-2021
J C:\Users\ \Downloads\
=5 File3
J C:\Users\ \Desktop)
Y File2
| C\Users\ Desktop\
B  File1
J C:\Users \Desktop\ o=
[ﬂJ Attach Item >
A@r{l 2 @ Browse Web Locations >
[ Browse Thispc...
@ -
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View The Weather

View the weather for a specific location within Calendar using the Weather Bar.

™~ Today o Tomorrow ¢y Sunday ﬁ Doy

il Fie dat dk 52°F /44°F 51°F/45°F "W 47°F/39°F

Washington, D.C.
— Miami, FL

Paris, France

Add Location

il Week ~¥ |2 Share ¥ =) Print

{/‘\i .'l '(_1 ' (.,-0\) ‘:.fo\’

Nov 19 Fri . 20 sat 21 sun
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Create and Manage Rules

Rules allow you to move, flag, and respond to email messages automatically. You can
also use rules to play sounds, move messages to folders, or display new item alerts.

[ ——— )
D | Rules Alerts q
Email Rules  Manage Alerts
| ;s New Rule... Change Rule ~ EE] Copy... x Delete
|Rule (applied in the order shown) Settings Layout Rules X

ZI Microsoft Outlook
2] TestO365 Project
1 Zl “You're invited to share this calendar™ (dient-only)

A

Rule description (click an underlined value to edit):

| Apply this rule after the message arrives
from Test Office 365 Account
move it to the Project A folder

I and stop processing more rules

|

Search settings

General
Mail
Calendar
People

View quick settings

Compose and reply
Attachments

Rules

Junk email
Customize actions
Sync email
Message handling
Forwarding
Automatic replies

Retention policies

You can create rules that tell Outlook how to handle incoming email messages. You choose both the conditions that trigger a rule

and the actions the rule will take. Rules will run in the order shown in the list below, starting with the rule at the top.
-+~ Add new rule

O “You're invited to share this calendar”

If the message includes specific words in the subject "You're invited to share this calendar’, > V Z T

apply the following category: “Calendar” and stop processing more rules on this message.

Microsoft Outlook

If the message was received from 'Microsoft Outlook’, delete the message and stop > 1 AZ

processing more rules on this message.

D TestO365 Project

If the message was received from ‘Test Office 365 Account’, move the message to folder 3§ vV £ L

D Enable rules on all messages downloaded from RSS F S/MIME 'Project A" and stop processing more rules on this message.
‘A There are rules created with a different version of O Groups
shown r rules aren't working, generate a rey
3
oK Cancel Apply
i
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Categories

Use color categories to easily identify and group associated items in Microsoft Outlook.

oveto v {J Categorize ¥ (© Snooze v Und — 3 S hP I
= Q BB Categorize ¥ r:‘arc i
O Search for a category . ss Book
- Assign Unread/
sharet o Policy~ Read ‘mail ¥
, | sl [ Boss d
b Accoun' 4 Calendar b Bl Calend
I ply Reply All € i
K Newsletter Newslett
Fri 3/6/20: Eetan!
& Phone Call Test Offic I Phone Call
viclits o]l O8N vourein
Ojec Project A
S Accoun ¢ Website to share Webci
: Website
g 5 Test MBX []
New category :
| ew category Bg All Categories...
{0 see a
Manage categories Set Quick Click...
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Desktop For PC Only Features

Voting Buttons

« Easily poll recipients and tabulate their votes.

Conditional Formatting

« Make messages that meet certain conditions stand out in
the message list by using color, fonts, and styles.

Quick Steps

« Apply multiple actions at once with the click of a button.

leeting [V ABc 2 To Manager
| Team Email v Done
Sore ¥ (7 Reply & Delete ﬂ;; Create New

Quick Steps

<l

il

™ [

Move Rules

e v

Move
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=R B

Bcc  From

Show Fields

Format Text

-

Encrypt

.

Encrypt

Review  Help Q
n O
Request a Delivery Re
Léiett\f:in? Request a Read Recei
Approve;Reject
Yes:No

Yes;No;Maybe

Custom...

E= Poll




Demo
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Outlook Desktop App for Mac
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“New Outlook”

Preview the upcoming Outlook for Mac design and currently supported features by
toggling on “New Outlook.”

(4 New Message [ Delete {5 Archive FJ Moveto [ Flag [ MarkasUnread () Sync

v Favorites p .
Focused Other [ Ready for Review ®

fA Inbox

Projects & Mona Kane m Lydia Bauer
v - 3 I
. 4

~ Katri Ahokas Henr

52 Robin Counts
= Hey Katri, Would you m ) aft

& Lucerne Marketing ’ General

m Lydia Bauer 2,

¥ Ready for Review ® 9:19 AM

v All Accounts Hi @Henry, Take a look when you have.,

Hi ] Take a look when you have a moment. |'d love your input on the visual and
tone of this page. It's the first page someone will see when they open it. I'm trying to go more
&4 Inbox n Robert Tolbert bold for the aesthetic, | think the client will really like it!

77 Drafts »

Sent

Setting up time to meet and go over planning
Yesterday

Henry Brill
Book Cover Ideas

Found these layouts

outs to be very comoelling
you £ )

Charlotte Waltson

Daisy Phillips :
- e Sent from

Colin Ballinger

Hi Katri, I'd like your

Robin Counts
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“New Outlook”

Preview the upcoming Outlook for Mac design and currently supported features by
toggling on “New Outlook.”

» Open Outlook, click Help > Check for Updates to install the latest Outlook updates.
* |n Outlook turn on the New Outlook switch.

® Microsoft AutoUpdate
All apps are up-to-date. v
Automatically keep Microsoft Apps up to date Advanced...
New Outiook @D Q
New Outlook is st|II_ a _wo.rk-ln- = — = N
progress and has limitations. K | —o
Send & Get Share to Send to Report
Receive Add-ins Teams OneNote Message
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“New Outlook” Features

Recent additions to New Outlook

* Add shared mailboxes * Microsoft 365 Groups

* Apply theme colors « My Day

 Customizable toolbar - Nested compose in the Reading
* Ignore Conversation Pane

 Improved event scheduling * Online Archive

. Improved search * Pin items to the top of folders

* Improved RSVP to meetings * Reorganize the sidebar

« MailTips * Shooze

« Meeting Insights « “Working elsewhere” status
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Outlook Mobile App
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Set Swipe Options

Use Outlook mobile's swipe right/left feature to easily manage your inbox.

* Delete

* Archive

« Flag/Unflag

« Mark as Read/Unread
 Move

* Snooze

 Read & Archive
 None
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Bulk Actions

To help clean up your inbox, perform the same action on multiple items.

1 5 Selected Cancel

O selectAll
 In your message list, long press a message. e
Tech That Works for U Thursday
@
« Tap the desired messages or tap Select All. ety
o
* Choose the action you wish to apply from Tech That Works for U s
the bottom bar. N
Tech That Works for U Thursday
o
Tech That Works for U Thursday
o
R & Es W B
LI prommoy




Set Favorites Contacts

Prioritize and track messages from important contacts by marking them as Favorites.

MmN« MmN« ' 7 @I
< Office 365
ﬁ testo365@miami.edu @
ISS Test MBX o Favorites %
Departmental Mailbox a
Q Inbox
(5 11:11 AM - Same time zone as you 0 B sent
£ isstestmbx@miami.edu
@ Deleted
(=) isstestmbx@miami.edu

99 testing0365

Show More >
ISS Test MBX
LinkedIn
. . Inb

m Find profile > nRex

P ABC
Email

ISS Test MBX 11/16/2021 B] xvz
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Send Availability

Respond with your meeting availability with just a tap.

° ISS Test MBX Yesterday
To You
Wh.en can you meet next week to discuss the
* In your reply, tap the calendar icon. o
You 11:10 AM
. agn . To ISS Test MBX
* Tap Send avallablllty and pICk the Here are some times that work for me:
timeslots that work best for you. Thu Dec 2

9:00 am - 10:00 am (EST)

12:30 pm - 1:00 pm (EST)

« Tap the checkmark and Send.

4:00 pm - 4:30 pm (EST)

Made easy by Outlook

Get Outlook for iOS

I'm available now. Not sure yet. Anytime wol
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Calendar Widget

Use the Outlook Calendar widget to take a glance at your calendar on your phone’s home
screen.

g

’
P
On This Day ”-

Septemberi8

Monday

18 -

MIAMI

Stocks

Alpay | Miguel Garcia Out...

10:00 AM | Intern Meet...
30 min Microsft Teams

Join
12:00 PM B Team Lunch

1hr Cafe HQ

Calendar

o0 000

CR AE
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Monday  All Day

30 min

12:00 PM
1hr

Stocks

| Miguel Garcia Out...

1 8 »10:00 AM | Intern Meet... .,

Microsft Teams

E Team Lunch
Cafe HQ

Calendar

Qe

Today
Friday, November 9

Web Site Review
Q@ Conf Room Baker

War Room
Q Business Development / Knowledge Share

Marketing Update
Q@ Conf Room Baker

Happy hour
Q El Gaucho

v B 12:30

1h

10:30 AM ;
30m B

2:30 PM




Voice Features

Use Cortana to get tasks done using just your voice.
Long press on the + symbol and tap Use Voice.

Play My Emails to catch up on what’s new in your inbox
Schedule meetings

Search using natural language

Use Dictation to easily compose messages
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Do Not Disturb

Use Do Not Disturb to silence Outlook mobile notifications so you can focus.
e e

X Do Not Disturb

testo365@miami.edu v

Do Not Disturb will silence email notifications so you
can focus when you need to

Office
testo365

Timed

® Favorites Until | turn it off

&4 Inbox
> Sent

For 1 hour
Until 12:11 PM

Until Tomorrow
Thursday 8:00 AM

" Inbox

During Events
When accepted or tentative

Sun to Fri- 11 PM to 11 PM Focused Other

@ Deleted

Qo -
testing0365
= 9 During Work Hours

=

O
o ISS Test MBX During Evenings

Every day - 12 AM to 10 PM

During Weekends
Sat

£J Inbox
()

Do Not Disturb will automatically turn on at these
specified times.
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Demo

QL)) INFORMATION
.— TECHNOLOGY




Support Resources
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Support Resources

Comprehensive Compare Outlook versions

https://support.microsoft.com/en-us/office/compare-outlook-for-pc-outlook-
on-the-web-and-outlook-for-ios-android-b26a7bf5-0ac7-48ba-97 af-
984e0645dde5

What's new in Outlook for Microsoft 365

https://support.microsoft.com/en-us/office/what-s-new-in-outlook-for-
microsoft-365-51c81e7a-de25-4a34-a/fe-bd79f{8e48647

Microsoft Outlook on Twitter
https://mobile.twitter.com/outlook
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https://support.microsoft.com/en-us/office/compare-outlook-for-pc-outlook-on-the-web-and-outlook-for-ios-android-b26a7bf5-0ac7-48ba-97af-984e0645dde5
https://support.microsoft.com/en-us/office/what-s-new-in-outlook-for-microsoft-365-51c81e7a-de25-4a34-a7fe-bd79f8e48647
https://mobile.twitter.com/outlook

Any Questions?
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Next Steps
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Visit Our Tech Talk Page

T E c H T H A T View past Tech Talks, watch recorded

WURKS FUR U livestreams, access presentation
slides and more.
TECH TALK SERIES

it.miami.edu/TechTalk



it.miami.edu/techtalk

Feedback Survey

Give Us Feedback E -I.Ij-:l:ll. |
! ..,_

Ly

Fill out our survey and let us know
how we're doing

Scan the QR code to the right
using your phone’s camera

https://bit.ly/2ZnKKG2
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https://bit.ly/2ZnKKG2

Get In Touch With Us

Get In Touch With Us

it. miami.edu/techtalk

A techtalk@miami.edu



mailto:techtalk@miami.edu
https://it.miami.edu/techtalk
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