Outlook for Mac

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

Go to office.com, sign in and click “Install Office > Office 365 apps”.

Just a few more steps...

Setting up your account

When the Outlook application opens for the first time you are asked for your login
credentials. When the account is found and password is accepted, more accounts can be
added. At this point, click “Done” to proceed with the main account.

. Add Agzount
Ada aceount
° e

B5 Microsoft

fobin. grape@idsystom.se

E Enter password °
"

robin.grape®|3system.se

Sign n with anctrar account
Please enter your email address. m has been added

Email
robin.grape@|3system.se Did you know?
Outliok supporls Olfice 365, Dullook com, Gaogle, (Cloud,
ahao, IMAP rd POP actounis
c Add Another Account
Cantinue

Done

Get Outiook for i0S & Android

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.

Outlook for Mac -version

This instruction refers to version 16.53, used in the “New Outlook” mode.
Toggle the “New Outlook” switch to activate extended features.

New Outlook . el

2’ Attach A Signature = - &l
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Mail

Automatic message sorting

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

based on the content and the account history.
This function can be turned off under “settings”.

Q search New Outlook

= [ New Message Til Delete =] Archive Fa Move = Flag £} Mark as Unread ) sync - &0

* Favourites . = ¢ September +
B inbex

This Year Wt ow o s s
B> sent
2 Drafts MyAnalytics 20 21 22 23@ % 2%
Welcome to M... 2021-06-0g

oct
o 27 28 20 30 4, 2 2

& Teknik 1 MyAnalyties Discover your hab

& Gemensam e Gemensam
Y

Manual sorting

To manually move a message between the tabs or to another folder, simply “drag and
drop” it, or control-click it and select “move to...” from the menu.

Composing a message

To compose a new message, click the “New message” at the top of the screen. As default,
the new, empty message is prepared without a sender signature.

Q_ search New Outlook

= [ New Message T peleta TS archive  Fg Move [© Flag  EF MarkasUnread () Syne -
S ———
~ Favourites I
Focused  Other = ¢ September +
) Inbox
B> sont This Year M T W T F 5 §
Z Diafts MyAnalytics 20 21 22 28 @ 2% 28
- Welcome to M... 2021-06-08 ot
& vl i MyAnalytics Discover your habi., 27 28 29 30 4 2 3
o -
&3 Gemensam Gemensam
You've joined t... 2021-05-11

Finding information

To find specific information, use the search box at the top to enter your search string.
When you start typing, a button with the text “Current Mailbox” appears to the left of the
search box, and if you click it you are presented with alternative search locations.

To search for a string within an item like an open mail, use the keyboard shortcut: ¥+ F.

N i o < |

hive [F Flag B MarkasUnread () Sync -

Current Mailbox

Current Folder

[ New Mes: age
Subfolders

* Favourites ¥ Current Mailbox

= & September +

) Inbox
M T W T F 5 5
B> sent
77 Drafts MyAnalytics 20 21 22 23 e 25 28
. Welcome to M... 2021-00-03 act
©F Tl ! MyAnalyties Discover your habi.. 27 28 28 30 4, 2 3
oo -
&2 Gemensam Gemensam
You've joined t... 2021-05-11
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Your personal signature

To edit your signature, you need to open a “New message”. When the new message

opens, the top menu changes, and the icon “Signature” appear in the top menu of the
Outlook window.

Q, search New Outlook ® <
[ New Message B> send Tiij Discard 2 [pitach £ Signature
~ Favee Focused  Other T ¢ From: Robin Grape (rob... P sefember
2 inbox
B sent This Vaar To: Co Bee M T W T F 5 5
#F Drafs 1 MyAnalytics 20 21 22 23 o 25 28
Welcome to M... 2021-05-08 Subject: Priority -
&8 Teknik 1

et
MyAnalyties Discover your habi 27 28 28 30 3 2 3

callbri (Body} J M L A v B I U oz -
&3 cemensam Gemensam
You've joined t... 2021-05-11

Click “Signature” and you are presented with alternatives, click “Manage signatures”.

To edit the standard signature, mark it and click “Edit”, but you may also create additional
signatures by instead clicking the “+”-sign.

The easiest way to work with signatures is to copy a signature from an email and replace
the current signature with the copied information.

When done, make sure you update your personal credentials in the new signature.

[ Signatures Show All L4 Standard
Signature @
Edit signature:
Calibri q
signature name Signature Preview = T e
Standard -

Signature Name: Standard

(B *‘

Choose default signature:

Account:  Robin Grape (robin grape@|3system se)
New messages: None

Replies/Forwards: Nene

The Task Pane

Toggle calendar overview and upcoming tasks on and off in the email view by keyboard
shortcut Shift+Command+].

Q search

New Outlook

= 4 New Message T Detlete {3 Archive

FgMove [2 Flag = MarkasuUnread  (}) Sync
% BERTIHED Focused  Other = 'September T
B inbox
This Year L] T w T F s s
B> sent
7 Drafts MyAnalytics 0 2 22 23 @ 2 26
- Welcame to M... 2021-06-08 -
(=) =03 ! MyAnalytics Discover your habi 7 2 2 30 3 2 3
& cemensam

Gemensam
You've joined t.. 2021-05-11
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Calendar

The calendar syncs with your other Outlook apps; meetings planned in the desktop app,
the mobile app or in Outlook on the web are reflected to each other.

Calendar options

A common question is “how do | change the notification from 15 min to 30 or 60 min?” On
the Outlook menu at the top of your display, click Preferences.

& Outlook Fle Edit  View ~vent Format Tools Window  Help W B C > Fri 24 Sep 19:49

About Cutiook

Work Offline

L Off Reminders
N = @ New Event () Today < > 20Scptember - 26 September 2021 etk el

= ° 2 22 Wed 23 Thu Fri
Hide Outlook September 2021 =

Hide Others

Show All

w T F s
12 3 4
Quit Outlook
8 9 10 n
B 16 W 18

22 23 ° 25

8 2 30 1 2 3

" Meeting

> My Calendars
» Other Calendars

Lunch meoting

* People’s Calendars
» Groups

Prasentation

In Outlook preferences, click Other/Calendar.

[ — T

Personal Settings

[

| —

| B = u Work schedule

[ = e ] N sed

[ Accaunts categories Font i ] Work day starts: 08:00

|

| Work day ends:  17:00 @

Emall
7 Work woek: | S [M | T W

i = 7 First day of week: Mond
Reading Eomposing Signatures rst day of week: Monday B

Add online meeting to all meetings (Applies to Microsaft 365 accounts only)

Time zones

Default time zone for new events:  (UTC+01:00) Belgrade, Bralislava, Budapest, Ljubliana, Prague )

Show second time zone in Day and Week view:

I n t h e Ca I e n d a r o pt i o n S' ta p “ Defa u It (UTC+01:00) Belgrade, Bratislava, Budapest, Liubljana, Prague B

Shouw third time zona in Day and Week view:

reminder” and change the default event
alert from 15 minutes before event, to suit oo
your needs.

Weather

Shaw current weather on calendar
Show temperature In: Celsius &)
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Automation
Rules

You can create a rule that moves all messages from [name], to a folder called "Mail from
[name]." If you are receiving mail from a contact group (also known as a distribution list),
you can automatically move it to a specific folder as well.

1. Create the target folder by control-click your inbox

2. Control-click the mail you want to handle, click “Rules/Move Messages from ...”

@ Outiook Flle Edit View

 Favourites
(=
B samt
T s

sy

T

* robin.grape@idsystem.se
i hehom
P b

T arenive

W Delat

Focuse

[ Archive  Eg Move

4 other =4

This Year

MyAnalyti... T = F
Welco  current iem
Myhnal

fou've
wark sy Neply All
=

Teknik  Forward As Attachment
%

Werem Creste

Ekong Mark as Unread

You've

wark{ $e%®

Sonder

Hove to Othar.
Aluags Mo 6 Other

® o

New Outiook

[' Fag  EF MakasUnread () Sync o=

Welcome to
MyAnalytics

O
o G
Myanalytics

Welcome, Robin Grape!

september + oo

MOT oW T E & s

o om0 B o2 oa

New Event

Your Offies 365 account now
includes MyAnalytics, a way to
discover how you work

3. Inthe dialogue box, select actions and target folders

In this example: move messages from

“MyAnalytics” to the folder named “My
Analytics”, and mark “Run rule now” to
activate the rule instantly.
Outlook will keep rules active until you
deactivate, and in this example messages
will be moved according to the rules, at

arrival.
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YYou can create rules that tell Outlook hew to handle incoming email messages. You choose both the
conditions that trigger a rule and the actions the rule will take. Rules will run in the order shown in the
list below, starting with the rula at tha tap.

Robin Grape (robin.grape@|3system.se)

Eh  Forall messages from MyAnalytics

From N
=] © Myanaytis x
+ Add another candition
= Moveto B3 My Analytics ~
+ Add another action
+ Add an exception
B stop processing more rules
[ Run e now
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Groups
Add group mailbox

To add a shared group mailbox, look it up under Groups, Control-click and click “Add to

Favourites”.

New Outlook

= [ New Message {ij Delete & Archive Fg Move = Flag £ Mark as Unread (‘) Syne =D
® GOTE Focused  Other = September
& Inbox
This Year MoT ow T 5
B sent
2 Drats MyAnalytics 20 21 2 2 o 25 26
Welcome to M... 2021-06-08
27 28 28 ap 3

~ robin.grape@I3system.se

MyAnalytics Discover your habi...

Gemensam
You've joined t...

= e 2021-08-11
Work Brilliantly Together Wele..
Z7 Dralts
B Archive TEkmk_ B
You've joined t... 2021-05-10
B sent Work Brilliantly Together Welc..
oy

~ 5 Groug

Ekonomi

You've joined t... 2021-05-10

©Open in New Window Wark Brilliantly Together Welc..

ekr
Add to Favourites

Mark All s Read

No Calendar Events

Looking goad! Your day is

No Conversation Selected "
wide apen. Enjoy!

nk
Junk Et Select a conversation to read.

I clutter

ED Gonversation History

> Saved Searches

Add group calendar

To add a shared calendar, click the radio button in front of the group calendar name.

New Outlook

(-, Londan, England - Southesst
Todey: 22°C 23°C/16°C .

20 21 22 238 €} 25 26 20 21 22 23 € % 2 20 21 22 23

G Today ¢ > 20 September - 26 September 2021 [0 week ~

< September 2021 >
M T W T F 5§ 5§

30 31 1 2 3 4 &

> My Calendars

> Other Calendars T
U
> People's Calendars o
BUDs. " E
& Gemensam
@ Teknik soa
1
18
»
o
e
s
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