Cheat sheet - Outlook for iOS

m Microsoft

Connect. Organize. Get things done.

Tap your account avatar (or logo)
to switch account views, see
Folders, manage Favorites, and
access Settings {C; .

Tap to switch between Focused
and Other messages. Focused
shows important emails while the
rest are found on the Other tab.

Swipe right or left to take action
on a message.

Notification dots appear when
you have unread emails.

Change settings

@ Let's sync
. Hi Miriam, I'd love the chance

X Settings
Mail
Notifications

Default jonis@lucernepubintl.com

Signature Get Outlook for iOS

Swipe Options Set Up / Archive

| @)

Focused Inbox

| @)

Focused Inbox (7)
Badge Count

Organize By Thread
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10:28

7 Inbox

Jordan Miller
Team Sync

@ No Conflict

e Wed, Feb 27, 1:30 PM (1h)

Megan Bowen

together so we can sync up al
Adele Vance 10:45 AM
Marketing Strategy
| have a few questions and ideas around
our marketing plan.? | made some notes...

Lee Gu 10:05 AM

3 Contoso Patent Document Hh@

A @Miriam Graham - 1
°

Joni Sherman 9:11 AM

Re: Product Trends
Will do From: Miriam Graham Sent:

Tuesday, January 8, 2019 9:11:31 PM...

Emily Braun 9:01 AM
Coffee
ﬁ No Conflict
20

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

’

vnload on the
. p Store

Tap the compose icon to start a
new message.

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

RsVP  @——— Quickly take action from your

inbox with quick actions.

See where you're mentioned
in emails with @mentions.

Indicates number of emails
in a message thread.

Double tap for a keyword
Search box.

Q
®

Add a favorite folder

Tap Swipe Options >

Swipe Right or Favorit
Swipe Left and select avortes
an action. M
Tap Focused Inbox

to turn Focused Inbox Folders

on or off.

©

Tap Organize by
Thread to arrange
messages as
conversation threads.

Q

il

Q Search Folders & Groups

Edit v d

Project Falcon

From the account
and folder view, tap
the pencil to add

Inize and manage your
Favorites.

Drafts

Archive
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https://itunes.apple.com/app/id951937596?mt=8
https://itunes.apple.com/app/id951937596?mt=8
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Find folders

‘/é\ Office 365

miriamg@Ilucernepubintl.com

a .Favorites 74
Qg Marketing 4
o7 =) Marketing sync 1@P Menu, and then press and

hold an account icon to see a list of
o )
=% Business Develc f5|dars for that account.

Inbox 16

_—:/ Drafts 2

Attach a file or image

4 New Message %

miriamg@lucernepubintl.com

To: Nestor Wilke Patti Fernandez
Cc/Bcc:
Subject: Proposal review

P November-December Ad Proposals.pptx

99 KB X

) _ Tap the paperclip icon >
Please review and comment as you see fit

Thanks, Attach File to select a
Miriam file.

l

Get Outfook for i0S Tap the camera icon to

o0
© 0 ©

insert a document, photo, or
whiteboard image.

RSVP to an invitation

QO Fw: Client Meeting Prep
Tue, Jan 29, 10:30 AM (1h) -
Conflict: Pipeline Meeting

10 AM

Fw: Client Tap RSVP in a meeting
11 AM | Meeting P i i 1
eeting Prep Pipeline Meeting iNVitation, and then tap
. Accept, Tentative, or
Regulartory Affairs Decli I
12 PM ecline. You can also
sy LegalRound Up ' chpose to not send a
reply to the sender.

1 PM

Email Organizer O

Add message (optional)

Accept Tentative Decline
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Mark and flag messages

< ooo U %
Budget status update

In a message, tap ... and

&T Alex Wilber 97 then tap Mark or Flag.
To Patti Fernandez, Jordan Miller, + 1 Swipes can also be

customized to mark or

Hi team,
flag a message.

The month is almost over. @Joni Sherman, can
you take point on leading this month's budget
status deck?

View contact cards

Tap a contact name to
Nestor Wilke @———— see their phone number,

Director email address, and more.
© 36/2121

K

nestorw@lucernepubintl.com
+1206 555 0105

nestorw@lucernepubintl.com

FORN (e

Show More Tap Show Organization

to see a contact’s
Reports to organization hierarchy

a Patti Fernandez and who they work with.

"5 President

Show Organization @

Change calendar view

Agenda v
In Calendar, tap View
Day and select Agenda, Day,

3-Day, and Month view.

=

3-Day

Turn your device to
Month landscape mode to see

7-Day view.
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