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Outlook tips
Outlook on the Web

Organising your inbox & more
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What we’ll be covering today…
 Settings & views

 Flagging & categorising

 Sorting, filtering & search

 Sub boxes, moving emails

 Scheduling emails & mail merge

 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 * 

Email templates

Using CoPilot with Outlook

Turning emails into Tasks

Snoozing emails

Using rules

Focused & Conversation modes

Quick steps



Why Outlook on the web?
Within Microsoft 365, Outlook for Windows requires a M365 
Business Standard or M365 Business Premium licence.

These are not provided as donated/free within the non-profit 
program.

Outlook on the web is available in the non-profit program 
as part of the Business basic licence for free (up to 300 users)





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



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



Using the Select Box to Manage 
Multiple Emails

Click on the select box at the 
top of the email list:

Select emails you wish to 
action together

Choose the action: delete, 
move, categorise, move , flag 
etc.



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



Send Mail Merge

• Click the Down arrow 
next to Send and 
select

• Now choose the 
recipients.  

• Every recipient will 
receive their own copy 
of the email without 
other recipients listed



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

Bookings link!



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 



Encripting emails
Sending encrypted emails (Outlook / M365)

• Email is protected so only the intended recipient can read it
• Works with any email address — no Microsoft account required

What recipients experience

Microsoft 365 users:
• Opens directly in Outlook
• No extra steps

Gmail / other email users:
• Click “Read the message” link
• Enter a one-time passcode or sign in

Non-technical users:
• May need guidance the first time
• Extra step compared to normal email



Email Templates
Access via: settings, new or mail 
template
Reusable, pre-formatted emails: 
Outlook templates let you save messages (including 
subject, content, formatting, and even attachments) so 
you can quickly reuse them instead of writing from 
scratch.

Improve efficiency and consistency: 
They help you send replies faster while keeping 
messaging consistent, reducing errors and ensuring a 
professional tone across communications.



Turning emails into tasks
Click tasks in top bar

Select email & right click, 
create task.
You can then edit the task 
title, give it due dates etc.

Quick steps great for this!



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.
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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
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Thank you for listening


