Cheat sheet - Outlook for Android s Microsof

Connect. Organize. Get things done. If you don't have it already, you can
download Outlook for Android from
the Google Play Store. > Goosle Pla

P = Inbox geray ki
J — meganb@contoso.com

4 it

Chijistie Cline 8:21 AM
=¢ Re: Vienna Summit awaits

: Nestor Wilke Sent: Monday, Nov...

Tap Menu to see a list of Folders
and Settings

Tap Filters to only show
messages that are Unread,
(o) Today at 10 AM (30m) = RSVP Flagged, or have Attachments

Tap to switch between Focused
and Other messages

@ Nestor Wilke 8:20 AM
Re: Vienna Summit awalts: @ ltems arranged by conversation
@Megan: Let's meet this morning .. 3 @=———————thread indicate number of items

in the conversation
Yesterday

o . i Yesterda
Swipe right or left to take action ———‘@ Microsoft Planner RS

You have late tasks!
Hi Megan, You have 5 tasks due in Mic...
Tap Search once to find recent

contacts and files. Tap twice for a This month
search box to find email contents il
Nov 6
and more : | FYIn Sayers - o To flag a message, tap to open,
Y Irvin Sayers shared "Final Agreeme... F.— tap the three dots More > Flag

Take a look. This link will work for any...

September °

~ Imsim Cnaviava Crm N7
&

In Settings In the Menu

Customi: i 1 ickly take acti S
e:]sal?::f;us:\:\l[:]ebgflﬂns 0 quickly take action on x Ed[t 2
Swipe right Favorites Tap Menu > Edit icon
and tap the star to
. & BB Newsroom q
| Favorite a folder.
. . Favorite folders rise to
Tap Settings > Swipe Folders the to
Swipe left — Options > Swipe Right o— P
or Swipe Left and select w & Inbox
an action =
w 7 Drafts

Tap the Settings >
Focused Inbox to turn
4 Swipe options Focused Inbox on or off

Office 365

meganb@cor

Favorites ’ Tap Menu > Bell icon to
set Do not disturb

[J  Focused Inbox @ @ G L inbox 3 options

> Sent 31

Focused Inbox intelligently presorts your email so you can
Drafts 2

N

focus on what matters.

Trash 123
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Attach a file from OneDrive Contact Card

Megan Bowen

Markerting Manager
To @ Nestor Wilke

In an email, tap a contact
Cc/Bee meganb@contoso.com name to see their phone
o number, email address, and
Summit prep
Tap New Message Y. (412)5550109 more
Here's the prep list from last year's > Attach > Choose
summit you asked for. from files and More Info
Sifegan select a file
Attachments
B 0 w

Manage your calendar, schedule meetings, and get reminders

Tap Menu to view or add
a calendar including shared

calendars
Swipe down to show more of the T Tap a day to see events for that
calendar — day

9:00 AM 0 Sales Team Meeting

e

Q Conference Room - Adams

10:00AM @ Re: Vienna Summit awaits

30m

Tap Meeting to see the details *Q @

@ Conf Room Crystal

Create a new calendar event

1:00PM @ Weekly check-in with

1h30m Engineers
9 Engineering lab ° .
A-N0D DAA “ Winaldhe aall viith Ceanak
Q
RSVP to an invitation Change calendar view
Q4 Planning
Tomorrow at 12 PM (1 hour) I @ Agenda O
Sara Davis Inbox In Calendar, tap View

'ﬁ Tony Krijnen, Molly Dempsey 4 lm @ Day ._ and select Agenda,

Sep8  DETAILS Tap RSVP in a meeting Day, or 3-Day view

Tomorrow invitation in your Inbox, and
@ NoConfic @ AcoePt C then tap Accept, Tentative,

O
@ 3Day ®
© Tentative or Decline Month O

© Decline
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