
#DigitalFoundations    

Outlook tips
Organising your inbox & more



Digital Foundations programme

Find out more about the Digital Foundations programme

https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations
https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations


What we’ll be covering today…
✓ Settings & views
✓ Flagging & categorising
✓ Sorting, filtering & search
✓ Sub boxes, moving emails & rules
✓ Scheduling emails
✓ Signatures & Out of office
✓ Encrypting emails

* And becoming familiar with Settings options and using Help so you 
can look things up & make changes in future * 



Part 1 – Outlook web app (online Outlook via a browser) 

Part 2 – Outlook local desktop app (e.g. Outlook 2016, 2019 
or M365)



https://support.microsoft.com/en-gb/training


Microsoft cheat sheets
✓Outlook Mail on the Web 

cheat sheet

✓Outlook Mail for Windows 
cheat sheet

✓Outlook Calendar on the 
Web cheat sheet

✓Outlook Calendar for 
Windows cheat sheet

https://download.microsoft.com/download/F/6/6/F6690D5A-D61F-4F3D-B550-CD4A5882593F/MS_Cheatsheet_OutlookMailOnline.pdf
https://download.microsoft.com/download/F/6/6/F6690D5A-D61F-4F3D-B550-CD4A5882593F/MS_Cheatsheet_OutlookMailOnline.pdf
https://download.microsoft.com/download/E/B/B/EBB255D8-111A-4BFC-A5B0-88052DAA3B70/MS_Cheatsheet_OutlookMailforWindows.pdf
https://download.microsoft.com/download/E/B/B/EBB255D8-111A-4BFC-A5B0-88052DAA3B70/MS_Cheatsheet_OutlookMailforWindows.pdf
https://download.microsoft.com/download/F/F/0/FF0FE445-A384-4A50-A59A-A2D42656EBB7/MS_CheatSheet_OutlookCalendarOnline.pdf
https://download.microsoft.com/download/F/F/0/FF0FE445-A384-4A50-A59A-A2D42656EBB7/MS_CheatSheet_OutlookCalendarOnline.pdf
https://download.microsoft.com/download/F/1/8/F183FDC9-2863-4521-BFDB-D9B4247208F4/MS_CheatSheet_OutlookCalendarforWindows.pdf
https://download.microsoft.com/download/F/1/8/F183FDC9-2863-4521-BFDB-D9B4247208F4/MS_CheatSheet_OutlookCalendarforWindows.pdf


Part 1

Outlook web app (online Outlook 
accessed via a browser)



Outlook Settings
✓Click on the cog wheel at 

the top right to access 
Settings

✓Either scroll through or use 
the Search box e.g. ‘Out of 
Office’ will find you the 
Automated responses 
settings



Changing your View
✓Select the View tab
✓Click on e.g. Message preview and Reading pane and 

choose the options that suit you – e.g. whether you 
have a preview of emails as well as a list

✓Choose to select (or not) Conversation View (this links 
email replies in a single thread but allows you to 
navigate to a specific email when you click the arrow 
to expand the conversation)

✓Choose how your emails are sorted – e.g. by Date 
(you can choose which order)

✓Alternatively use the View settings option (top right) 
for more options including Focused inbox



Flagging emails for follow up
Useful as a reminder to 
follow up on an email when 
you don’t have time there 
and then…
✓Right click on an email
✓Select Flag
✓Or select email and use

the Flag/Unflag option in 
the menu bar, Home tab

✓Here you can choose a 
timeframe



Categorising emails
Categorise your emails 
against standard or 
custom options – you can 
then search and filter for 
quick access
✓Right click on an email
✓Select Categorise & select 

a Category
✓To add a new Category, 

select New category



✓Choose Manage 
categories so you can:

✓Create a new category
✓Rename existing ones
✓Change the colours



Filtering & sorting
Filtering & sorting can help you 
quickly find and action an email
✓Click on the Filter icon at the top 

right of your list of emails
✓Either Sort on e.g. Size, Date, 

From (and reverse the sort to 
suit)and your emails are re-
ordered accordingly

✓Or choose one of the Filter 
options e.g. Flagged, Unread or 
Has files – and only those email 
will be shown



Using search
The Search bar is at the top of 
your Window
✓By default, search will look in 

all folders. Click the left arrow 
to specify a particular folder 
to search in e.g. Sent

✓Select the Filter icon at the 
right of the Search bar for 
more advanced search 
options as shown



Sub folders
Setting up sub folders can help 
you organise your inbox to find 
emails you need…
✓Right click on your Inbox
✓Select Create new subfolder
✓Give your folder a name
✓Either right click on emails 

and choose Move to folder 
✓Or drag and drop emails to 

this folder



Rules
✓Search for Rules via the

Settings cog and select
Inbox rules

✓Here you’ll see any rules
already applied to your
account

✓You can also Add a
new rule

✓Identify your new rule
with a name and then 
choose the Condition 
and Action from the 
options available



Scheduling send
• Click the Down arrow 

next to Send and 
select Schedule send 

• Now choose the date 
and time from 
suggested options or 
choose Customised 
time and choose 
exactly when you’d like 
the email to send



Adding / editing signatures
✓Search for signature via the Settings 

cog
✓Add your signature and choose 

whether to include just in new
messages or also for replies and
forwards



Out of Office (Automatic Replies)
✓Search for Out of Office in 

Settings
✓Then choose Automatic 

Replies
✓Toggle Automatic replies on
✓Set a date range (or a reminder 

in your calendar to manually switch this 
off when you’re back!)

✓You can set a different 
message to send internally 
(to your colleagues) and 
externally 



Open another mailbox via web
✓Click on your profile pic / 

initials in the top right and 
select Open another 
mailbox

✓Type in the mailbox you 
need to open (this will 
depend on what you have 
access to) and click 
Open.  It will open in a new 
Tab.



• With Business 
Premium licences you 
can also Encrypt 
emails sent 

• Create your email 
and click on Options

• Then look for the 
Padlock icon

• Then click on Encrypt.  
You can additionally 
add on the Do Not 
Forward option 

Encryption (via Outlook in the browser)



Part 2

Outlook local desktop app (standalone 
e.g Outlook 2016 or 2019 or M365)



Changing your View
✓Select the View tab
✓Click on Change View and choose the option that 

suits you – e.g. whether you have a preview of 
emails as well as a list

✓Choose to select (or not) Conversation View (this 
links email replies in a single thread but allows you 
to navigate to a specific email when you click the 
arrow to expand the conversation)

✓Choose how your emails are sorted – e.g. by Date 
(you can choose which order)



Flagging emails for follow up
Useful as a reminder to 
follow up on an email when 
you don’t have time there 
and then…
✓Right click on an email
✓Select Follow up
✓Choose a time frame or 

No Date
✓You can then search on 

Flagged emails



Categorising emails
Categorise your emails 
against standard or 
custom themes – you can 
then search and filter for 
quick access
✓Right click on an email
✓Select Categorize & select 

a Category
✓To add a new Category, 

select All Categories



✓Choose New to add a 
new Category

✓Or Rename existing ones
✓Or change the colours
✓You should then be able 

to select these when you 
next choose to categorise 
an email



Filtering & sorting
Filtering & sorting can help you 
quickly find and action an 
email
✓In the View tab, select 

Arrange by
✓Now choose an option for 

how you want to order your 
emails

✓Select Reverse sort to suit



Using search
The Search bar is at the top of 
your Window
✓By default, search will look in 

all Mailboxes. Click the drop 
down arrow to specify a 
particular Folder

✓Click on the drop down arrow 
at the bottom right of the 
Search bar to see the 
Advanced search options



Sub folders
Setting up sub folders may 
help you organise your inbox to 
find emails you need…
✓Right click on your Inbox
✓Select New Folder
✓Give your folder a name
✓Either right click on emails 

and choose Move to folder 
✓Or drag and drop emails to 

this folder



✓Look for Rules in the Home 
tab main menu bar

✓Choose the Always move 
messages to create a 
simple rule (e.g. move to a
particular sub folder)

✓Or select Create a Rule 
and build your own 
using the options in the 
dialogue box

✓Select Advanced
Options for other rule 
conditions and actions

Rules



Delaying delivery
• In the Options tab in 

the menu, click on 
Delay Delivery

• In Delivery options 
choose the Date and 
Time you want the 
email to be delivered in 
the Do not deliver 
before box



Adding / editing signatures
✓Create your email and select the Insert tab, then Signature

• Either choose an existing signature or click 
New

• You can then add this as your default 
signature and choose whether it is added for 
just New messages or in Replies & Forwards



Out of Office (Automatic Replies)
✓Click on File
✓Then choose Automatic 

Replies
✓Select Send automatic 

replies
✓Set a date range (or a reminder 

in your calendar to manually switch this 
off when you’re back!)

✓You can set a different 
message to send internally 
(to your colleagues) and 
externally 



• With Business Premium licences 
you can also Encrypt emails sent 

• Create your email and click on 
Options

• Then look for the Encrypt & 
padlock icon and click on the 
down arrow

• Choose the Encryption and 
Permission options

Encryption 



Open another mailbox via local app
✓ If you have 

permission to 
view and 
access another 
mailbox, it 
should be listed 
in the left hand 
pane 
underneath 
your main 
inbox

✓Click on the 
name and the 
Inbox etc 
should drop 
down



About Superhighways
Providing tech support to small local charities in London 
for over 20 years
✓ Support
✓ Training
✓ Consultancy
✓ Digital inclusion
✓ Datawise London
✓ See all services
✓ E-news sign up

https://superhighways.org.uk/training-advice-and-technical/training/
http://www.datawise.london/
https://superhighways.org.uk/training-advice-and-technical/
https://superhighways.org.uk/e-news/


#DigitalFoundations    

KATE WHITE

info@superhighways.org.uk
@SuperhighwaysUK

Thank you for listening

mailto:info@superhighways.org.uk
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