Outlook on the web (webmail)
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Outlook on the web

With Outlook on the web, no information is stored on your device and there is no need

to download any software or configure accounts.

To access your webmail, calendar, contacts etc., simply log in from any computer.

Overview

With Outlook on the web, you have access to 5
modules: email, calendar, people, files and todo.

Access by link

Use the following link to access the Outlook on the
web login page:
https://outlook.office.com/mail/inbox

Synchronization

Outlook on the web syncs with your desktop and
mobile apps, and messages sent and meetings
planned on the web will show up in the desktop
app and the mobile app, and vice versa.

The main difference is that the desktop and mobile
software can display offline content, while Outlook
on the web require an Internet connection.
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https://outlook.office.com/mail/inbox

The e-mail module

Automatic sorting o Mail- Robin Grape - Oulook X |

<« c (i https://outlook.office.com/mail/inbox

Just above your messages, you are presented
with two tabs; “Focused” and “Other” messages
in separate tabs. When messages arrive, Outlook =, £ Markall asread ~ Undo

sorts them automatically based on the content & e
and the account history. -

Outlook L Search

mm  MyAnalytics

This function can be turned off under “settings”. #= Welcome to MyAnalytics vav2021
W MyAnalytics Discover your habits. Work sma...
@ May
Gemensam
v} You've joined the Gemensam gro...  5/11/2021

Manual sorting

B Mail - Robin Grape - Outlook X +

To manually move a message

between the tabs, simply right .

click it, expand the menu by L _search E

moving the cursor overitand click |= = W Delete B Archive © Junk ~ & Sweep 5D Movet

“Move to...” and select the desired B Foused oOF
e

Delete

action.

MyAnalytics Archive
Welcome to My

@ MyAnalytics Dist Move > /O Search for a folder
Copy 0 Move to Other inbox
s May
Categorize > Always move to Other inbox
Gemensam
@ You've joined th Mark as unread [i] Deleted Items

Instructions for Outlook on the web Page 3 Ver. 01.02



The folder tree

To reach the folder tree containing folders
for sent e-mails, drafts etc., tap the menu
icon at the top of the screen.

The content in your folders and the folders

tree in Outlook on the web reflects your
desktop and mobile apps.

Composing a message
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Add a shared mailbox

Sometimes there is a need to share a mailbox with colleagues.
On the navigation bar, click your name/initials, and click “Open another mailbox”.
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Type the email address of the other mailbox that you want to open, and click Open.

—
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Open another mailbox

Another Outlook on the web-session opens in a separate window, allowing access to the
other mailbox.
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The calendar module

Synchronisation

The “calendar” module in Outlook on the web syncs with your desktop and mobile apps,
and meetings planned on the web, in the desktop app or the mobile app are reflected to

each other.
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The people module
Your contacts

The “people” module in Outlook on the web is your contact list, used when composing
messages etc. When you add someone as a favorite in “people”, they'll also show up
under “Favorites” in Mail, and the other way around, provided that the contact has an

email address.
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Editing a contact

To edit a contact, click “Edit”

in the top menu.
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Edit contact

You can add more information than
what you see here, such as address
and birthday. Select Add more to
bring up more options.

o

@ %

Last name
Grape

Contact information

Email address

robin grape@titanium.se

Mobile phone number

+46 700 767601

Work

Company
Titanium Ti22 AB

Notes

Add notes

Cancel —+ Add more
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The To Do module
Smart lists

The “To Do module” includes smart lists that make it easier to track tasks and organize
your day. With To Do, you can quickly organize your tasks by adding them to My Day,
marking them as important, or adding them to new lists that you create.
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A note on navigation
When entering the To Do module the main menu is replaced by a bottom menu, and to
find your messages, calendar or people modules, click the icons at the bottom.

Instructions for Outlook on the web Page 8 Ver. 01.02



General settings in Outlook on the web
Access the general settings

All settings are changed by tapping the Settings icon at the top of the screen.

The list of setting is extensive, but we will cover a few here.
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Click “View all Outlook settings” at the bottom:
B Celendar - Robin Grape - Outloc. X = (-] & %
< C & outlookoffice. com/calendar/view/week o % a o » @ :
= = [ Today & > September19-252021 Settings %
= 19 sun 20 on 21 Tue 22 wed 23 Thu 24155 scorch otk scttings ‘
s L Theme
0 1AM II? Meeting E\ .
@ 12PM ]
Ll
. |m:,:i:;" ™
2 View all
a _—
2pPM Dark mode () @ )
@ Desktop notifications () (CHD]
3pM
|P'959“W“°" Bold event colors (1) @
W 4 Cun
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From this point on you have access to all detailed settings in Outlook on the web.
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Personalizing
Working with signatures

Enter “General settings” described above.
Click “Mail”, “Compose and reply” and add your personal signature.

The easiest way to do this is by copy the correct signature from an email.

When done, make sure you update your personal credentials in the new signature.
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£ search settings
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Mail
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Layout
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Forwarding
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S/MIME
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Best regards,
Robin Grape

Phone: 0700-76 76 01

e-mail: robin.grape@titanium.se

IRL: Gamla Lyckebyv. 42, 13670 Vendelsoe, Sweden
URL:  https:/ fwww.linkedin.com/in/robingrape

ttomatically include my signature on new messages that | compos:

Automa

aglude my signature on messages | fg

Message format

Choose whether to display the From and Bec lines when you're composing a message.

Changing Calendar default notification setting

A common question is “how do | change the notification from 15 min to 30 minutes?”
Enter “General settings” described above.
Click “Calendar”, “Events and invitations” and change the reminder to your needs.
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Instructions for Outlook on the web

o X
-]

dar/options/c

View

Events and invitations
Weather

Events from email
Shared calendars
Customize actions

Accounts

Page 10

- LAk DOEBO NP

Events and invitations

Events you create

Custamize settings for events you create.
[_] Add online meeting to all meetings ©

Default reminder

| 15 minutes before

Invitations from other people
Control how invitations, responses, and notifications are handled.

Delete invitations and responses that have been updated

|_] Celete natifications about forwarded events
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