Outlook for IOS (iPhone, iPad)

Instructions for downloading, configuring, and using the Outlook App
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Download the Outlook app

There are three ways to download the Outlook app; manual <

download, download using a link on your device, or download

using the camera on your device. OUt|OOk
I’\afl‘icrf)rs.o\ft pu?lgok

Manual download from the App Store Ii @ &

Go to the App Store and locate the Outlook app manually by

searching for “Outlook”. i || ity b et

Also Included In
] @ Microsoft 365

UL [
Download using a link
If this document is stored on your |0S-device, tap the following i 4 =
link to download the app:

https://apps.apple.com/se/app/microsoft-outlook/id9519375967I=en

Download using the camera
If you do not have the link accessible on your I0S-device, open
the camera app and point it to the QR-code below. You do not

VIEW

2

need to print the document; a computer display will work fine:

display will work fine:

Tap the top border with the text “View in App Store” and
download the app from there.
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https://apps.apple.com/se/app/microsoft-outlook/id951937596?l=en

Setting up your account
Automatically detect your account:

Normally your account will be detected automatically, and when
you are presented with a suggested account, check the
credentials and click “add account”.

Manually adding an account:

If your account has not been detected automatically, type the
email address and click “add account”.

When the account is found and password is accepted, more
accounts can be added. At this point, click “Maybe later” to
proceed with the main account.

If the password is not accepted or the account not added to your
device, please check your log-in credentials prior to contacting
your IT-department.
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1 Account Found

a

robin.grape@|3system.se
Office 365

Add Account

Skip

Privacy & Cockies

all TELIA = 13:26 100 % (B4

4 Add Account
Enter your work or personal email

EmaH Address

bl TELIA & 10:52 100 5 ([543

Add Another Account

A

‘Would you like to add
another account?

e e “
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A first look

Automatic sorting s

& Inbox

At the top of the Outlook app, you are presented with two tabs; Other = Fiter
“Focused” and “Other” messages in separate tabs. When
messages arrive, Outlook sorts them automatically based on the nayies

Welcome ta MyAnalytics

2021-06-08

MyAnalytics Discover your habits. Work

content and the account history. Smaner. For your eyes any Lean mors >
This function can be turned off under “settings”.

° Gemensam 2021-05-11
You've joined the Gemensam group

Work Brilliantly Together Welcome to the
Gemensam Group Gemensam Private gr...

° Teknik 2021-05-10
You've joined the Teknik group

Work Brilliantly Together Welcome to the
Teknik Group Teknik Private group with 0.

o Ekonomi 2021-D5-10
You've joined the Ekonomi group
Work Brilliantly Together Welcome,
Ekonomi Group Test Private graup

= Q &

Manual sorting
. . ol TELIA B 14:53 100 % (543)

To manually move a message between the tabs, simply open it, 0 5
click the three dots at the top, and click “Move to...” and select a Move to Folder
tab or folder you want the message moved to. Move to Other

(5 Snooze

(=) Print Conversation

]« Ignore Conversation

=1 Mark as Unreac
The folder tree

wl TELIA 5 14:27 100|
To reach the folder tree containing folders Offce 365 o

robin.grape@I3system s

for sent e-mails, drafts etc., tap the Inbox
headline at the top of the screen. e

= Filter

MyAnalytics 2021-06-08
Welcome to MyAnalytics
MyAnalytics Discover your habits, Work

The content in your folders and the folders

Drafts

Archive

tree in the mobile app reflects your A
desktop app, and Outlook on the web.

Werk Brilliantly Together Welcome to the
Gemensam Group Gemensam Privale gr...

° Teknik 2021-05-10
‘fou've joined the Teknik group

Werk Briliantly Tegether Welcome to the
Teknik Group Teknik Private group with 0..

° Ekonomi 2021-05-10
You've joined the Ekenomi group
Work Erilliantly Together Welcome, @
Ekonomi Group Test Private group

e
= Q E

Emall Search cal

2 Groups

de

Ti] Deleted

&

Junk

Conversation Hiftory
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The essentials

Composing a message

bl TELIA

= Inbox

= Filter

To compose a new message, click the blue circle with a plus sign —
at the bottom of the screen. - o
The new, empty message is prepared with a default or custom poome tonaes

sender signature. e Ferour ey oy e e -

° Gemensam 2021-05-11
You've joined the Gemensam group

Work Brilliantly Together Welcome to the
Gemensam Group Gemensam Private gr..

o Teknik 2021-05-10
You've joined the Teknik group

Work Brilliantly Together Welcome to the
Teknik Group Teknik Private group with 0...

° Ekonomi 2021-05-10
You've jained the Ekonomi group ~

Work Brilliantly Together Welcorgf
Ekonarmi Group Test Private grol §

= Q

Email Search Calondar

The calendar

i TELIA T

= Inbox

The calendar syncs with your desktop app, and meetings planned
in the desktop app, the mobile app or in Outlook on the web are Other = Fiter
reflected to each other.

MyAnalytics 2021-06-08

Welcome to MyAnalytics

However, a common question is “how m Sraren Foryour oves onl Losn s >
do | change the notification from 15 min X Settings May

. Sort B! First Name > Gemensam 2021-05-11
to 30 or 60 minutes?” . (- ]

You've joined the Gemensam group
Calendar
Notifications.

Work Brilliantly Togather Welcome to the
Gemenzam Group Gemensam Private gr...

4 Teknik 2021-05-10
Go to settings, scroll down to calendar, ~ ) [ Yo ind s Tk v
SE alendar Work Brilliantly Together Welcome to the

Teknik Group Teknik Private group with 0...

tap “Notifications” and change the Weather off > .
default event alert from 15 minutes Week Start Monday > ° ff;‘:;i‘:,:‘”jff,;"fj;‘:::ﬁ:,‘:(zg:ee
before event, to suit your needs. Weelk Numbers o

Ekonomi Group Test Private group
Workspace Booking (:) = Q

Email Search
m Integrations And Add-ins

< Calendar Natifications @ Siri Shortcuts

Setup quick actions via Siri Shortouts

Alert Times Interesting Calendars
Subscribe o your favarite events
Events
Add-ins
All day
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Finding information

Finding specific information can be hard, but the search function

might save you a lot of time.

Tap the magnifying glass at the bottom of the screen to search
for emails, calendar events, contacts, or files.

Quicker sorting by swiping

Eventually, you might find the manual sorting with all options is
somewhat time consuming, and you may want a more efficient

way to clear your inbox.

There is a quick way to mark messages read or unread, and you
may alternatively archive, delete, or move them to a separate

folder by “swiping”.

Changing the swipe options

By default, the first time you swipe a
message to the right, you are presented
with “swipe options”. If you instead
swipe to the left, the message is
archived.

Depending on your personal
preferences you might want to change
the “Swipe options”, for example to
“Mark read/unread” and “Delete” or
“Move”, which might be more
frequently used.

This configuration may be changed at
any time under “Settings/Swipe options”.

Outlook instructions for 10S

X Swipe Options

Swipe items in your inbox to quickly access your
most used actions.

Swipe Right

SetUp —>

Swipe Left Archive
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all TELIA &

= Inbox

June

MyAnalytics 2021-06-08
Welcome to MyAnalytics

MyAnalytics Discover your habits. Work
smarter. For your eyes only Learn more =

° Gemensam 2021-05-11
You've jained the Gemensam group

Work Brilliantly Together Welcome to the
Gemensam Group Gemensam Private gr..

° Teknik 2021-05-10
Yau've jained the Teknik group

Work Brilliantly Together Welcome to the
Teknik Group Teknik Private group with 0...

° Ekonomi 2021-05-10
You've joined the Ekonomi group
ndar

Work Brilliantly Together Welcome,
Ekanomi Group Test Private group
email Calor

all TELIA T

2 Inbox

other = Fiter

June

MyAngtiitics 2
Wepfime To MyAnalytics

° Gemensam 2021-05-11
You've joined the Gemensam group

Work Brilliantly Together Welcome to the
Gemensam Group Gemensam Private gr..

o Teknik 2021-05-10
You've joined the Teknik graup

Work Brilliantly Together Welcome to the
Teknik Group Teknik Private group with 0...

° Ekonomi 2021-05-10
You've joined the Ekonomi group
endar

Work Brilliantly Together Welcome
Ekonormi Group Test Private group

= Q _
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Personalizing - signatures etc
Finding the settings

All Outlook app settings are changed by “® nbox °? ortceses
tapping the Inbox headline at the top of T - e — =
the screen and tapping the “Settings”- June P
icon at the bottom of the screen. The list Monabyios o N
elcome to MyAnalytics. B en
of setting is extensive, but we will cover a vt Foryo ayes oty Lo ors -
few here. “e’ . B e
ik ety Togacher i o e & Grouws
Gemensam Group Gemensam Private gr...
Teknik 2021-05-10 W peletes
° You've joined the Teknik group P3 Junk

Work Brilliantly Together Welcome to the
Teknik Group Teknik Private group with 0.

° Ekonomi 2021-05-10
You've joined the Ekanomi group

Work Brilliantly Together Welcome,

Ekonomi Group Test Private group
= Q B
Email Search Calendar

Your personal signature S S

To edit your signature, tap the “settings”- e
Notifications > Get Qutlook for i0S
icon described above; scroll down to the : '

headline “Email”, click “Signature”, and
replace the current signature with the

P conversation History

new information. Focused nbax (- ©
The easiest way to do this is by copy the Badge Court Facused Inbox >
correct signature from an email and Organise 3y Trread | @
replace the current signature with the show ConiztProtes £ L @
copied information. Plov My Emals '
When done, make sure you update your e
personal credentials in the new signature. oty e

Add a mailbox
Sometimes there is a need to share a m

mailbox with colleagues. To add an - setines
account, tap the “settings”-icon

. . . Help & Feedback >
described above; click “Add Email ,
” Set Default Email App Add Email Account
Account”, choose the type of account and pmmer—
. Emall Accounts Add Shared Mailbox
enter the account credentials. o ories365 A

robigarape@®|3system.se reane ™ count
Free emall and calendar

Add Email Account

Cancel
Storage Accounts
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