Outlook for i10S

Cheat Sheet

Be more productive on the go

If you don't have Outlook for iOS,
download it from the Apple Store

Tap Menu to see Folders or
Settings for:

* Focused Inbox

* Swipe Options

+ Organize By Thread

Tap to switch between Focused

Inbox
mollyd@contoso.com

Focused Other 4 Filter
Sarp Davis Wedr
Accppted: Q3 Budget Review [

Sard Davis accepted

Tony Krijnen viond
Re: deated Thursday WSC Meeting Agenda g
He | fixec t

From: Sara Y)H Ser wl" ne

2mber 4, 20

and Other messages.

Swipe right or left to take action ®

Oonh a message.

Tap for Mail view.

Tap for Calendar view.

Tony Krijnen Monday
Re: WSC Meeting Agenda
Sara, Overal d. | added and

s in the afternoon. Hav

igenda looks goc

tem and changed the times

Katie Jordan 8/231
Katie Jordan shared "Human Computer lnteractnon b

He at Katie Jordan s

Tap Filter to show only message
that are Unread, Flagged or have
Attachments.

! To flag a message, tap to open,
o—— g g p p

tap ... More > Flag.

Items arranged by conversation

. @—— thread indicate number of items

in the conversation.

er Interaction Intiatiy

me to the Healthcare Team Training grou

Tap for a list of contacts.

Tap to view files on OneDrive or
file storage services.

Set Swipe Options

Swipe items in your inbox to quickly access your most
used actions.

Swipe Right

Turn Focused Inbox On/Off

Focused Inbox intelligently presorts your email so you can

focus on what matters.

Tap Settings > Swipe
Options > Swipe Right
or Swipe Left and select
an action.

Swipe Left
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X

Swipe Options
Focused Inbox (7)

Badge Count

Settings

Schedule [ Archive

| @)

Focusec Tap the Menu bar,

Settings > Focused
Inbox to turn Focused
Inbox on or off.
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Outlook for iOS

Cheat Sheet

Flag messages

< cos T =1

@,\J Schedule

Q Move to Other Inbox

= Move
Tap the message to

(=) Print Conversation open it, tap ... More, and
then tap Flag. You can

=3 Mark Unread also set Swipe Options
to Flag a message.

) Fag @————

Find Folders

Office 365
ﬁ / emilyb@contoso.com
@ Inbox 27
f Drafts
@ = Archive
Tap Menu, and then press and
b Sent Items . 5
hold an account icon to see a list of
w22 Groups folders for that account.
1] Deleted ltems
[@] Spam

RSVP to an invitation

The Outlook calendar is integrated directly into the mobile
email experience.

Tap RSVP in a meeting
% S TR invitation, and then tap

' Accept, Tentative, or
Decline.

Prelim scope for Q3 budget

A= Diego Siciliani 11:14
s To Grady Archie, + 2

Tue, Jan 16, 10:00 (1h) RSVP
No Conflict
Let's coordinate sources and scope for the
Q3 budget.
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Turn Organize By Thread On/Off

Organize By Thread arranges messages as conversations
threads based on message Subject.

Tap Menu, then

Swipe Options
Focused Inbox ()
Badge Count

Organize By Thread

X Settings

Settings > Organize By
Thread

Schedule / Archive

| @)

Focused Inbox

Qeo—

Attach a file from OneDrive

b New Messaae

emilyb@contoso.com E

To: Diego Siciliani
Cc/Bcec:

Subject: Q3 budget research

Here's the data you asked for.

Q3 Preliminary Financial Projections.docx

Tap Compose > Attach
and select a file.

Emily|

via Qutlook for iPhone

I @

Change calendar view

e September 2017 = +
M T T F S
Agenda v
=) In Calendar, tap View
) Da !
e and select Agenda, Day,
— or 3-Day view.
Il 3-Day
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