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Quick Start Guide

New to Outlook? Use this guide to learn the basics.

Quick Access Toolbar Explore the ribbon Find whatever you need
Keep favorite cornmands See what Outlook can do by selecting the Search all your mail boxes and cornmands
permanently visible. ribbon tabs and exploring available tools. with a keyword or phrase.
o2} £ Search _ 0 %
| = Fie Home Send/Receive View Help {7 Coming Soon m
= e
& B NewEmail ~ B Newmeeting il - B1 [~ © & — PHaHen ~ ) Unread/Read BB~ B B e
-0 Your inbox, yourway
£ Send/Receive All Folder s
R bttt i Sort and filter messages, and *
o % roup ressages by subject in i i
+ Favorites Focused Other By Date v W g p . g . y J Show or hlde the nbbon
e 24 conversation view Select arrow to switch between
- = 2 16) b A > Ford . . o
Sent Items ﬁ Alex Wilber the Simplified and Classic
Megan Bowen 25 .
Drafts 1l - ribbons.
Project Falcon 5 [‘::tl)_l;:l !I::.l\.{uf-._u; s 25-ar-21 H .‘:l_.'-'" blog updatespptx
RGBS Lo . . %% Translated Show Original  Turn on automatic translation
« Inbox 140 Alex Wilber i
. Al Hero Viice Mad (11 seconds) 25-Mar-21 HiMegan,
Internal Screens 1
Project Falcon 5 Disp|ay what you need been thinking about a few different ideas around our spring blog post. Do you t Read emails faster
: . " " versation? K
| Switch between the different Dock the reading pane on the
Naviaa te il fold Outlook features like Mail, Je is a draft of something the team has been working on. side ar at the bottorn to view
avigate your mail folders 12 .
) Calendar, and People views. ressages where you want to.
Select a folder to seeits P
contents. Ta turn this pane on or Alex Wiber
roe tinerary — down ti 25-Mar-21
off, select Layout > Folder Pane. i : e =
Lucerne Publishing Ev... .
- e ool ey View connection status
g (e See your folder sync status and
MeganB 1 Fourth Coffee Hot De... .
e . it il A server connection status here.
ive Public Relations '
Manage Outlook Groups g 1 Alsa Vandar Aidinae AR — ]
Cornmunicate with teams and all folders are up to date.  Connected to: Microsolt Exchange m ~ ] + 0w |
share conversations, messages,
calendars, and events.




Outlook

Set up your account Set up an Outlook group

You can use Outlook as soon as you enter your account info. On the ribbon, select If you're running Outlook as part of an Office 365 subscription, you can use Groups
File > Info then the Add Account button. Sign in with your preferred email instead of distribution lists to more effectively communicate and collaborate with
address, or use an account provided by your company or school. members of a team or an organization.
3 New Email ~ To create a new group in Outlook, on
look the ribbon, select Home, and then select
| <3 Outloo | B E-mail Message New Email > Group.
2 Chat

If you don't see this as an option on this

- B3 appointment menu, contact the administrator of your

[ Meeting Microsoft Office 365 subscription for

R Group more information.
e A= Contact From the Inbox of any of your Groups,

Task you and the other members can start or

join a conversation, create or confirm
team events, see a list of members, and

Attach files without searching oL | e

E-mail Message Using >

i Teams Meeting

Need to attach a picture or a document? Outlook saves you time by keeping a list
of your recently used files. Select the Attach File button while composing a new

message or meeting invitation, and then select the file you want to attach. To join an existing group, start by searching for its name. On the ribbon, select
Home, enter a keyword or phrase into the Search People box, and then select the

group you want to join.
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Outlook is more than just email

Easily switch between Mail, Calendar, People, and more.

Easy to use Calendar tools and commands Switch your point of view Search your calendar Sunshine required?
In Calendar view, the ribbon displays everything you Select to see how busy your Start typing in the Search box to Glance at the weather forecast to rmake sure
need to manage every day, week, month, and year. days, weeks, and months are. instantly find meetings, appointrments your meeting or event won't be rained out.

and commands.

P Search

= File  Home J§ Send / Receive View Help Acrobat Meeting Series £ Coming Soon

. | r__—-q E| MNew Appointment ﬁ New Meeting ~ a New Meeting  ®8 Meet Now & New Teams Meeting E E ﬁ Day E Work Week | E Week E Month E Scheduld View
= L] |

AR . ®
< » oday a3 5 . Today & Tomomow . Wednesday
su ”:::«mn:' ™ m oo @ g Dacember s - 25, 208 — o e Show or hide the ribbon
B 23 4 — m— Navigate your schedule e Friday Saturday Select arrow to switch between
IR 0. 19 20 Select the Back or Forward 23 2 25 the Sirplified and Classic
LA R A arrows to switch the current ribbons.
s view. You can always get back
# @ 2 %311 Lookback —orwayahead to current events by selecting
e 33 Need tolook up a past e\fenthor the Today button.
w wo 1 owe w | Wantto schedule something in o
the distant future? Select the [Wekly ecinwith | ¥ Launch preparations: Mar o '
> 3 a4 s s 7| small amowstothe left and right [ i o
¢ w o gofthe current month to skipto ] R e
16 17 18w 2 2 ke dayyou want. S peoa <
23 24 25 26 27 28 -
0 N 1 2 3 475
~[m] My Calendars s 4
] Calendar - My Outiook Data Fe(1) g View shared Calendars h
. ) ] Chlngl 2t ® Focus on your own schedule or
Change YAIY point of U = Mo Karaba] e display any additional Calendars
Select to switch between Mail that have been shared with you by
Calendar, People, and mare. Shared Calendars other people or Groups. - -
/| Calendar - Megans@contoso.com Create new items in place
Right-click anywhere to
o one Ty ———— creatga new reeting, - =t
appointrent, or other event.




Outlook

Find whatever you need Use more commands

Type a keyword or phrase into the Search box on the ribbon to quickly find the With Read Aloud Outlook can read your email aloud, highlighting text as it's
Outlook features and actions you're looking for, plus all your emails, contacts, and read. Rules allow you to move, flag, and respond to email messages
meetings. automatically.
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Get other Quick Start Guides Next steps with Outlook

To download our free Quick Start Guides for your other favorite apps, go to See what's new in Office
https://go.microsoft.com/fwlink/?linkid=2008317. Explore the new and improved features in Outlook and the other apps in
Office 365. Visit https://go.microsoft.com/fwlink/?linkid=871117 for more

information.

Get free training, tutorials, and videos for Office

Ready to dig deeper into the capabilities that Outlook has to offer? Visit
https://go.microsoft.com/fwlink/?linkid=871123 to explore our free training
options.

Send us your feedback

Love Outlook? Got an idea for improvement to share with us? On the File menu,
select Feedback and then follow the prompts to send your suggestions directly to
the Outlook product team. Thank you!




