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= Please unmute your mic and turn your camera on and
say hello.

Wel come = Please ask questions.

= Tell me once you have finished a practical activity,
then we can all move on.




Objectives

To introduce you to the basics of
Microsoft Outlook 365

Ccourse

Information + Duration

Delivery Style — demonstrations and practical’s




= Please fill in the Feedback form at the end of the
course http://feedback.training.cam.ac.uk/uis

= Please ask questions
(This is your course and | want you to get as much as

|ﬂf0rmati()n you can out of it)

= If you need assistance with the practical's let me know
and we can have a separate Quick Meeting and share
desktops

General
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General Information

Course Material



Related Courses

www.linkedin.com/learning

C() urse UoC: Outlook 365 - Email Essentials and Tips

Information UoC: Outlook 365 - Calendar, Contacts and Tasks
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This week on the L&D Blog

Don’t Miss Out on Free Courses to Learn The Fastest
Growing Skills of the Year

Paul Petrone | November 09, 2020
— B

il

Learn the fastest
growing skills today

Linked ) Learning

Continuing uncertainty in the job market makes it more important than ever to learn the
skills that will get that job or advance in your career.
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Learning Paths

UoC: Outlook 365 - Calendar, Contacts and Tasks
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Linked[f] Learning

This week on the L&D Blog

Don’t Miss Out on Free Courses to Learn The Fastest
Growing Skills of the Year

Paul Petrone | November 09, 2020
== ™ ¥

il

Learn the fastest
growing skills today

Linked [l Learning

Continuing uncertainty in the job market makes it more important than ever to learn the
skills that will get that job or advance in your career.

All folders are up to date.  Connected to: ssm98@cam.ac.uk

Learning Paths

UoC: Outlook 365 for Mac OS 10.14.6 Mojave or earlier - Email Essentials and Tips

UoC: Outlook 365 for Mac OS 10.14.6 Mojave or earlier - Outlook Calendar, Contacts and Tasks
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This week on the L&D Blog

Don’t Miss Out on Free Courses to Learn

The Fastest Growing Skills of the Year
Paul Petrone | November 09, 2020

il

Learn the fastest
growing skills today

Linked[f Learning

Continuing uncertainty in the job market makes it more important than
ever to learn the skills that will get that job or advance in your career.

LinkedIn members are learning at record rates to adapt to a shifting
labor market and prepare for the future, watching more than a million
hours of learing content each week, more than double the amount
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UoC: Outlook 365 for Mac OS 10.15.6 Catalina or beyond - Email Essentials and Tips
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Learning Paths
UoC: Outlook 365 On The Web - Email Essentials and Tips
UoC: Outlook 365 On The Web - Calendar, Contacts and Tasks
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Course Topics

Introduction To The Interface

Reading Malil
M | Cros Oft Filtering and Searching for Email
OUtIOOk 305: Sending Mail
Gettin g Started Working With The Calendar

Working With People

The Options Panel and Automatic Replies




Introduction To The Interface

Topics

Ribbon
Microsoft File Backstage view
Outlook 365: Folder Pane
The Interface Navigation Bar

Inbox

Reading Pane

Layout Options




Microsoft
Outlook 365:

The Interface




Microsoft
Outlook 365:

The Interface

Practice

Change Ribbon from Simplified to Classic
Look at the File Backstage view

Familiarise yourself with the Folder Pane
Familiarise yourself with the Navigation Bar
Familiarise yourself with the Inbox
Familiarise yourself with the Reading Pane

Test out the Layout Options



In Your Own Time

Learning Path:
UoC: Outlook 365 - Email Essentials and Tips

Video’s:

M | Croso ft What can you do with Outlook?
Navigate the interface

O U t I 00 k 36 5 " Access the keyboard shortcuts

The Interface
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Microsoft
Outlook 365:

Reading Mall

Reading Mail
Topics

Focused or not focused
View by conversation

Creating Folders

Speed read with the spacebar



file  Home  Send/Receive  Folder Help
3 T2 ignore = B [ [FMeeting b b3 ] g =3 4§ New Group estch People ) 3
& | B i = 5 38 M & B D
R Cenvpy o Bm- - 2 oa 2 Browse Groups | [ Aderess Book
New | o Delete Archive | Reply Reply Forward S| | Move Rules OneNote | Unread/ Categorize Folk Read Insig
Email tems = | SO Junk > Al £ More ~ b I Resd  ~  Up~ 7 Fier Emai < | pioud
New Delete feipong QUi ; Siaies g
vFavorites rea ByD T
Inben Yesterday Rep Rey ard
(o)
Inbax
v Monday
Inbox
[ | Drat
I C I O S O t - —
Three Weeks Age
1
u t O O i
> Arch
| |
I 2 d | I l I\/I | I
e a I g al “
Last Month
7
L g A
Al folgers are up to date.  Conneded to: Micosoft Exchange I B —




Practice

Turn the Focused Inbox Off and On

Toggle View by conversation Off and On

M | Croso ft Create some Folders
Ou tI 00 k 365 Move some mail into a Folder you have created

Reading Mall




In Your Own Time

Learning Path:
UoC: Outlook 365 - Email Essentials and Tips

Video’s:
I\/I | Croso ft Ignore conversations and flag mail as junk

Delete, restore, and archive mail
Outlook 365:

Reading Mall
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Microsoft
Outlook 365:

Filtering and
Searching for
Email

Filtering and Searching for Email
Topics

Sorting and searching

Marking your mail with Categories
Flagging your mail

Quick Steps

Mail Rules

Search Folders



Microsoft
Outlook 365:

Filtering and
Searching for
Email

Send / Receive Folder
S
% Clean Up ~
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Microsoft
Outlook 365:

Filtering and
Searching for
Email

Practice

Make a new Category
Mark some of your mail with Categories

Flag some mail



Microsoft
Outlook 365:

Filtering and
Searching for
Email

Practice

Make a Quick Step

Make a Mail Rule



Microsoft
Outlook 365:

Filtering and
Searching for
Email

Practice

Sort your Inbox by Flag Status, Category, From and To
Reset your Inbox to sorted by Date, Newest on Top
Use the Search box to find mail

Create a Search Folder



Microsoft
Outlook 365:

Filtering and
Searching for
Email

In Your Own Time

Learning Path:
UoC: Outlook 365 - Email Essentials and Tips

Video’s:

Using filters and the People pane
Search mall

Create search folders

LiL OQutlook: Automating Your Email with Mail Rules
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Information Services

Microsoft
Outlook 365:

Sending Malil

Sending Mall

Topics

Create and format a new message
Request delivery and read receipts
Attaching Files and adding a Signature
BCC

Marking as Important

Delay Delivery

Quick Parts and Templates
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Information Services

Microsoft
Outlook 365:

Sending Malil

Demo

File Home
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Untitled - Message (HTML)
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Information Services Practice

Create and format a new message

Create a signature

M | Croso ft Request delivery and read receipts
Outlook 365: Attach a file

Sen d | N g Ma| | Activate the BCC field and add utbs.test@gmail.com

Mark the email as Important
Try saving an email message as a Quick Part

Try out the Templates feature



mailto:utbs.test@gmail.com
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Information Services

Microsoft
Outlook 365:

Sending Malil

In Your Own Time

Learning Path:
UoC: Outlook 365 - Email Essentials and Tips

Video’s:

Add signatures

Create and use multiple signatures

Recall or resend a message

Explore more delivery options

Add a hyperlink to an email

Use @mentions to get someone's attention
Create voting buttons in a message

Make great use of your Drafts folder

Set your default address book

Outlook: Emall Signatures for Beginners
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Microsoft
Outlook 365:

Calendar

Working With The Calendar
Topics

Change the look of the calendar
Create Appointments

Create Meetings

Respond to a meeting invitation

Open other calendars



Microsoft
Outlook 365:

Calendar
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Practice

Change the look of your calendar
Create an appointment for yourself

I\/I | Cros Oft Create a meeting and invite everyone on this course

O ut I 0)0) k 365 : Respond to the meeting invitation
Cal en d ar Open another calendar




In Your Own Time

Learning Path:
UoC: Outlook 365 - Calendar, Contacts and Tasks

Video’s:
Microsoft Chair a meeting

Respond to a meeting invitation
Reschedule appointments and meetings
Create and share additional calendars

Cal en d ar Create new items with drag and drop

Outlook 365:



https://www.linkedin.com/learning-login/share?redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fpaths%2Funiversity-of-cambridge-uoc-outlook-365-calendar-contacts-and-tasks&account=2963594&forceAccount=true

Microsoft
Outlook 365:

People

Working With People
Topics
Creating Contacts

Creating a Contact Group

Emailing a Group
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Practice

Create Contacts for the other people in this meeting

Create a Group of these contacts

MiCrOSOft Send an email to the group
Outlook 365:

People




In Your Own Time

Learning Path:
UoC: Outlook 365 - Calendar, Contacts and Tasks

Video’s:

M | Croso ft Make personal contacts private
Move contacts into folders

O U t I 00 k 365 - Create and assign tasks

People



https://www.linkedin.com/learning-login/share?redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fpaths%2Funiversity-of-cambridge-uoc-outlook-365-calendar-contacts-and-tasks&account=2963594&forceAccount=true

Outlook Options
Topics

Automatic Replies

M | C rOSOft Outlook Options
Outlook 365:

Options




INDOX - SSM3TWLIS.CAM.AC.LK - UUTIOC

Account Information
Open 8 Export
u ssm38@uis.cam.ac.uk .
Save As Microsoft Exchange
+ Add Account

[O Account Settings
[

Change settings for this account or set up more
Account o
Settings ~

Access this account on the web,
hitps; ffice365. ‘owa/cam.ac.uk/
= Get the Outlook app for iPhone. iPad, Android, or Windows 10 Mabile.

Office
Account

Feedback
cp

Options

l] Automatic Replies (Out of Office)
=

[ |
Exit Use automatic replies to notify others that you are out of office, on vacation, or not available to
Automatic respond to email messages.
Replies

@ Mailbox Settings

Manage the size of your mailbox by emptying Deleted tems and archiving,
Tools

" 94.2 GB free of 99 GB 3 .G.;n.e.r;\ o
- __ 2 General options for working with Outlook.
g5 Rules and Alerts Mail
i Use Rules and Alerts to help erganize your incoming email messages, and 1 | Calendar User Interface options
] Manage Rules | items are added, changed, or removed.

Outlook Options ? X

& Alerts Groups When using multiple displays: G
People ® Optimize for best appearance
E‘ Slow and Disabled COM Add-ins - Optimize for compatibility (application restart required)
L Lro) Manage COM ad-ins that are affecting your Outlook experiznce. ! Show Mini Toolbar on selection G
g 9yt p N
e eare | Enable Live Preview
Language ScreenTip style: | Show feature descriptions in ScreenTips -
. Ease of Access
@ Manage Add-ins Personalize your copy of Microsoft Office
ol Manage and acquire Web Add-ins for Outlook. Advanced
Manage Add- Usernsme: Simon and Jo
ins Customize Ribbon

Initials: Sa)

k Access Toolb R : )
Quick Access Toolbar Always use these values regardiess of sign in to Office.

Add-ins Office Background: | Clouds v

Trust Center Office Theme: Colorful _ ~
Privacy Settings
Start up options

v| Make Outlook the default pregram for Email, Contacts, and Calendar

Attachment options

Forfiles | choose from OneDrive or SharePoint:
.

sk me how | want to attach them every time
Always share them as links

Always attach them as copies
Linkedln Features

Use Linkedin features in Office to stay connected with your professional network and keep up to date in your industry.
] Enable Linkedin features in my Office applications (

About LinkedIn Features Manage LinkedIn account associations




Practice

Create an Automatic Reply

Review the Outlook Options

Microsoft
Outlook 365:

Options




In Your Own Time

Learning Path:
UoC: Outlook 365 - Email Essentials and Tips

Video’s:

I\/I | Croso ft Send an out-of-office or autoreply email

Add delegates who can act on your behalf

Outlook 365: Work offline

Set general Outlook options

Options

Learning Path:
UoC: Outlook 365 - Calendar, Contacts and Tasks

Video’s:
Show three time zones



https://www.linkedin.com/learning-login/share?redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fpaths%2Funiversity-of-cambridge-uoc-outlook-365-email-essentials-and-tips&account=2963594&forceAccount=true
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Thank you

Trainer: Simon Meaker ssm38@uis.cam.ac.uk
University Information Services — Training Services

service-desk@uis.cam.ac.uk
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