Setting-up Outlook 365 (Windows) for WorkingSm@rt

Ask about these related training programmes:
‘WorkingSm@rt + Microsoft TEAMS’ and ‘WorkingSm@rt + OneNote’

The ‘WorkingSm@rt + Outlook’ training programme will enable you to increase productivity,
control your Inbox, feel more in control and overall improve your work/life integration.

Note: Ask about our separate course WorkingSm@rt with Outlook for Mac
‘WorkingSm@rt’ is delivered globally by 55 Priority Management International offices + Vancouver HQ

Follow all steps on Pages 1-6 (Note: NO changes to Inbox)

A. Email Notifications Turn Off p.1 D/E. To Do Bar Turn On (+ Reset) p.3
B. Start Outlook in Calendar p.2 F. Task Folder “Simple List” view customise p.4
C. Daily Task List Turn On p.3 G. Task Folder “Detailed” customise view p.6

A. Turn off Email Notifications

File Home Send f Receive Folder View
|
|
. Select File > Options
. Select Mail
Untick all options on Message
arrival
Save Attachments -
e e Message 2ival
#

Print .
s i j When new messages arrive:
:ecfme [ ] |play a sound

Office e [_] [Briefly change the mouse pointer
Language

Account ; ’ A , ,
i []|Show an envelope icon in the taskbar
Advanced

Feedback Customize Ribbon [] Display a Desktop Alert
Quick Access Toolbar

Options s
Trust Center
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Setting-up Outlook 365 (Windows) for WorkingSm@rt

B. Start Outlook in Calendar

Outlook Options

General for working with Outlook.

Select File > Options > Advanced

Under Outlook start and exit click

Browser Outlook panes.
Select Calendar

Outlook start and exit

_ Start Outlook in this folder; @Calendar Browse... |I

[0 Empty Deleted Items folders when exiting Outlook

Ease Bf Access

AutoArchive

Advanced
Customize Ribbon FIE Reduce mailbox size by deleting or moving old items to an archive data file.
Quick Access Toolbar
Reminders
Add-ins =
A Show reminders
Trust Center ; — - ) OK

See next page...
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Setting-up Outlook 365 (Windows) for WorkingSm@rt

C. In CALENDAR turn on Daily Task List

o IR -
vome  seno/recene oo VW po-ms |_|_
O FeoFFARE-?2™ i BE =

Change View Reset Day Work Week Month Schedule Cold Da ||y Task Pading To-Do  People  Reminders Open in New Close
View - Settings View Week View vvorking Hours - ) ane- Bar~  Pane~ Window  Window  All tems
Current View Arrangement o Colgl Llst b People Pane Window

= +/ Normal

1. Select View

2. Select Daily Task List Minimized

3. Select Normal

Off

Arrange By »

D. In Inbox & Calendar turn on To-Do Bar

HOME  SEND /RECEIVE  FOLD View DD-INS ﬁ
G FeTEE@RE S & E To.0ol= = T

Change View Reset Day Work Week Month, Color  Daily Task Folder Reading ople  Reminders Openin New Close
View ~ Settings View Working Hours - I egoPane - Bar~ hne ~ Window  Window All ltems
Current View & Color Layout ndow

Calendar

People
Select View
Select To-Do Bar v Tasks

Select Tasks
Off

E. Option: To-Do Bar Reset Current View

1. Right-click in Titles
2. View Settings
3. Reset Current View

—&rrange by: Flag: Due Date Today -~

Type a new task

Vv All Mail v [ Today
Unread Mail i i
— nread Mai WF Bill IMPORTANT, Reply in nex... I Ftl
Descriptio Flagged Mail File only - Now (WorkingSmart T... I F:l
Task Subject, Start Date, Reminder Tim; . -
) Mentioned Mail Prioritising to Work Effectively: w.. [
Due Date (ascending) C) Arrange By > Work on prOJEd X I F:I
Tasks: Advanced Tl BEVEFSE Sort

Fonts and other Table View settings

+ Show in Groups

«  User defined fonts on each message

Format Columns... Specify the ul.s lay formats for each field @ !iew Seﬁings...
Reset Current View ok
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Setting-up Outlook 365 (Windows) for WorkingSm@rt

F. Task Folder customise “Simple List” view:

F1. Tasks Folder “Simple List” for group by date

This is Page 4 of 6

oY
[ Fle Home Send/Receive Folder View Help Try the new Outlook (@ of
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Setting-up Outlook 365 (Windows) for WorkingSm@rt

F3. Tasks Folder “Simple List” for group by date

"
[ e Home Send/Receive Folder View Help Try the new Outlook (@ o)
] % [EI g [ N4 P‘>|< M Today B Nesa week | J ' D\L u EE 8 | [search People
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F4. Tasks Folder "Simple List” for group by date
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Setting-up Outlook 365 (Windows) for WorkingSm@rt

G. Task Folder customise “Detailed” view:

Gl. Task : iled”
. Tasks Folaer "Detailea” for Group by Category
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G2. Tasks Folder “Detailed” for group by Category
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