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Tip #3

How to
customize
email
viewing?
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to enable threads with the
conversation view. Some Settings
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Go to all Outlook settings to
customize other policies,
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and reply"section:
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To stop the "chime" every time a new email is
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"Reply all" in Outlook settingsf]. View all

~~— Outlook settings. Go to Mail and Compose
and reply options and scroll down to Reply or
Reply all. Select "Reply" as default response.
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Tip #6 Click on the paperclip icon below the body

How to add of the email and browse the computer for
attachments to an . .
email? the desired file

Another great method is to drag and drop
files from File Explorer (Ctrl Alt X) or your
desktop into the body of the email.
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Tip #10 Mark emails as being read by changing the

How can | Message Handling in all Outlook Settings:
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emails show

Settings Layout Message handling
n n you
up as "read"?
‘ SO Search settings Compose and regly
Message options
Attachments .
%% General x & to make emails
When signing out
Rules appear read when
=) e (] Empty my deleted items fold
Empty my deleted items folder ted
Sweep ected...
Calendar
Junk email
£ People Mark as read

Customize action
View guick settings = ) z :
= | (@) Mark displayed items as read as soon as they're selected
Sync email :

'C ) Mark displayed items as read after 5 seconds
Message handling N

'i_‘) Mark displayed items as read when the selection changes
Forwarding

T : - = -
{_J Don't automatically mark items as read default

Automatic replies Setting
In the unread filter
Retention policies

Always keep items unread unless | explicitly mark them as read
S/MIME

Mark emails "unread" by clicking on the
envelope icon. The email will then show up as
a bolded blue colour
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Tip#12 Outlook: Adding Contact Lists

How to add
address groups? (address book groups)

1. Select the "Contacts" icon from the left and click on the
dropdown arrow beside new contact to create a "New
contact list"

i1 Outlook

New contact

New contact
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~  Contacts

A Your contacts
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@ Deleted
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2. Name the Contact list and add emails
addresses. When finished, create the group.

New contact list e e geesoe <~ @dd or paste
e o emails - click
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email

Add email addresses

Description
‘ Add 3 description J/

Discard ‘

3. The Contact list can be edited in the future from the
"Contacts" under the Folders menu
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& Edit

4. Compose a new message and click on the To or CC
or BCC to get the contact list options:
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