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Send a Calendar via Email

ou can send a copy of your calendar in an email message, so
eople know when you're available.
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You can send a copy of your calendar in an email message, so people know when you're available,|
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https://support.microsoft.com/en-us/office/send-an-outlook-calendar-in-an-email-message-51ecca41-8fb1-48af-9383-b12e1c0d5512

Send a Calendar via Email (mobile)
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https://support.microsoft.com/en-us/office/send-an-outlook-calendar-in-an-email-message-51ecca41-8fb1-48af-9383-b12e1c0d5512

My Templates

My Templates is an Outlook add-in for email template
management.

Untitled - Message (HTML)

File Message Insert Draw Options Format Text Review Help  Acrobat Q  Tell me what you want to do

[ & 5] ~ [F & [ \

Paste B gasic Names indude AttachFile ~ Tags  Dictate  Sensitivity ~ Editor Switch Immersive  Dynamics ~ Viva  QorusDocs  Forms New View
v ¥ Textv M M via Link v e b Background Reader 365 Insights for Office Meeting Poll ~ Templates

Clipboard S Adobe Acrobat Voice Sensitivity Editor Dark Mode Immersive Add-in Add-in QorusDocs Quick Poll FindTime My Templates

My Templates
B>

Send

Cloud Backup for Microsoft Offic @i #

I hope is all well and you are having a great week.

| wanted to follow-up with you on Microsoft Office 365
backup and if you have made any decision in this

1 hope is all well and you are having a great week. regard

We have recently partner with AvePoint. AvePoint is

| wanted to follow-up with you on Microsoft Office 365 backup and if you have made any decision in this regard. headquartered and maintains its principle operational
center in Jersey City, New Jersey, with approximately
1,300 employees located in 14 countries and offer
backup on the Canadian Azure data center. Let me
know if you want to have a quick chat.

We have recently partner with AvePoint. AvePoint is headquartered and maintains its principle operational center in Jersey City,
New Jersey, with approximately 1,300 employees located in 14 countries and offer backup on the Canadian Azure data center. Let
me know if you want to have a quick chat.
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@mentions

If you'd like to get someone's attention in an email message or
a meeting invite, you can type the @ symbol, followed by their
name, in the body of the emalil message or a meeting invite.
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https://support.microsoft.com/en-us/office/use-mentions-to-get-someone-s-attention-90701709-5dc1-41c7-aa48-b01d4a46e8c7

Meeting Poll

FindTime is an Outlook add-in for scheduling meetings. The
organizer can send multiple time options through FindTime
and minimize the back and forth emails in scheduling.
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Send Select times for your poll

New Meeting Poll Duration
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FindTime is an Outlook add-in for scheduling meetings. The organizer can send multiple time options through FindTime and
minimize the back and forth emails in scheduling.
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https://support.microsoft.com/en-us/topic/how-to-create-a-findtime-poll-4dc806ed-fde3-4ea7-8c5e-b5d1fddab4a6

View email messages by conversation

By default, when you add most account types to Outlook, your
messages are displayed in Conversations. A conversation
iIncludes all messages in the same thread with the same
subject line.
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https://support.microsoft.com/en-us/office/view-email-messages-by-conversation-0eeec76c-f59b-4834-98e6-05cfdfa9fb07

Keyboard shortcuts

Many users find that using an external keyboard with keyboard
shortcuts for Outlook helps them work more efficiently.

To do this Press

Create an appointment. Ctrl+Shift+A
Create a contact. Ctrl+Shift+C
Create a contact group. Ctrl+Shift+L
Create a fax. Ctrl+Shift+X
Create a folder. Ctrl+Shift+E
Create a meeting request. Ctrl+Shift+Q

| /‘ | Create a message. Ctrl+Shift+M : -



https://support.microsoft.com/en-us/office/keyboard-shortcuts-for-outlook-3cdeb221-7ae5-4c1d-8c1d-9e63216c1efd

Focused Inbox

Focused Inbox separates your inbox into two tabs—Focused
and Other. Your most important email messages are on the
Focused tab while the rest remain easily accessible—but out
of the way—on the Other tab.
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https://support.microsoft.com/en-us/office/focused-inbox-for-outlook-f445ad7f-02f4-4294-a82e-71d8964e3978#:%7E:text=Turn%20Focused%20Inbox%20on,to%20take%20a%20quick%20look.

Sticky Notes

Press Ctrl + Shift + N from anywhere in the Outlook interface to
create a new note that can be dragged and positioned
anywhere on your screen. This is great for quick tasks that
don't need to be manually entered into your calendar.

Press Ctrl + Shift + N from anywhere in the Outlook interface to create a new note
that can be dragged and positioned anywhere on your screen. This is great for quick
tasks that don’t need to be manually entered into your calendar.
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https://www.microsoft.com/en-ca/p/microsoft-sticky-notes/9nblggh4qghw#activetab=pivot:overviewtab

Quick Steps

* Quick Steps apply multiple actions at the same time to email
messages. This helps you quickly manage your mailbox.

* For example, if you frequently move messages to a specific
folder, you can use a chk Step to move the message in one

1%

click.
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https://support.microsoft.com/en-us/office/automate-common-or-repetitive-tasks-with-quick-steps-b184f89f-3738-4562-96de-c0244ea830f2

Delayed Delivery

You can delay the delivery of an individual message or you
can use rules to delay the delivery of all messages by having

them held in the Outbox for a specified time after you click
Send.
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https://support.microsoft.com/en-us/office/delay-or-schedule-sending-email-messages-026af69f-c287-490a-a72f-6c65793744ba

Quick Start Guides

Get up and running quickly with the basic info you need to be
productive right away.



https://go.microsoft.com/fwlink/?linkid=2008317

Upcoming S4S Web

* Third Tuesday of Each Month
 pointalliance.com/events
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