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The Outlook Main Window: Mail View

@ Outlook File Edit View Message Format Profiles Tools Window Help

Q search

You can access tutorials right from Adob...

Apple

Your Apple ID was used to sign... 10/2/23
Dear Richard Goon, Your Apple ID (rgoon.
Apple

Your Apple ID was used to sign... 4/24/23
Dear Richard Goon, Your Apple ID (rgoon.
Apple ~
Your Apple ID was used to sign... 3/27/23
Dear Richard Goon, Your Apple ID (rgoon.
Microsoft Viva

Welcome to your digest 1e/23

Days with no significant collaboration outside your working hours

0% Collaboratioy time
spent in meetings, dnails, chats, and calls weekly

What impacts yourfyuiet hours

Here's a breakdown pf the activities that tend to impact your time outside of regular working
hours.

@ New Mail W Delete 3 Archive @ Report fg Move X Flag ~ & MarkUnread () Sync & Block el
5 i
v if " "
w Favorites Focused  Other = Your d|Lest email O &«
&3 Inbox - rgoon@hcsonline.... 11
& This Year O Mi Viva com: Monday, March 18, 2024 at 4:54 AM
B> sent - rgoon@hcsonline.com
_ 2 To:  ® Richard Goon
+ £ 01HCS 30 Microsoft Viva
= Your digest email 3n8j24
- &3 Inbox - rgoon@hestechgroup... Private to you Hi, Richard Goon, Discover...
= 7P Drafts - rgoon@hcstechgr... 2 Microsoft Viva Privatstoyou (R
Your digest email 3/a/24
> All Accounts Private to you Hi, Richard Goon, Discover... .
o i Vi Hi, Richard Goon,
& icrosoft Viva .
> rgoon@hcsonline.com @ Your digest email 2119/24 Discover trends in your work habits
Private to you Hi, Richard Goon, Discover...
Aniin-depth look at your work patterns in the last four weeks
@ Y rgoon@hcstechgroup.com Richard Goon
Re: Action required: Update yo... 2/13/24
& Inbox Let Me Know what You want to do On Feb...
L 2 Drafts 2 @ Richard Goon 29 Changes coming April 2024
S Archive Replace this graphic 2/12/24 Viva Insights digest email will be paused starting April 2024. You can continue to use Viva Insights
B sent (no message preview) through the web application.
Richard Goon 2
e Ti/ Deleted items J Pics 2112/24
£3 Junk Email (no message preview)
B3 Conversation History Richard Goon “«
Fwd: Action required: Update y... 2/12/24
Begin forwarded message: From: Microso... Explore your insights
> Saved Searches e & a
@ Richard Goon “«
Adobe Tutorial 2N2/24 0 days without quiet hours interruptions

©

@ My Day Shows upcoming events from your Outlook calendar.

@ Accounts Pane Click (=) to show/hide the account pane.

® Profiles Switch between your personal profile and work profile or you can show all (@) profiles.

@ Toolbar Quickly access commands. From left to right: Create new mail, Delete, Archive, Report, Move, Flag, Mark

Unread, Sync, Block and More Tools (-+).

(® Search, What’s New & Notifications Start typing in the Search field to instantly find what you’re looking for. Click

What’s New (<) to view the latest features for Outlook. Click Notifications () to view recent notifications.

(® Show/Hide Task Pane (D) Show or hide a mini calendar with your agenda for the day.

@ View Switcher Click to switch views. Outlook has six different apps. Mail, Calendar, People, Favorites, To Do and
Notes (Notes is accessible in More apps [***], when selected, it will launch your default web browser). Toolbar

commands will update to match the view you choose.

Account Navigation Pane Click to navigate to different accounts and folders in Mail. Click Expand (>) to the left of

the folder to view the contents.

(© Message List Select the Inbox or folders to see a list of the items within. Your list could be customized in content

and how the list is arranged. Mail Views are custom views of information.

Reading Pane Displays text of the selected email from the message list. The Reading Pane can be set to the right,

below or hidden.
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Focused/Other Inbox

Focused Inbox separates your inbox into two tabs, Focused and Other. Your more important emails are in the Focused inbox
while the rest remain easily accessible, but out of the way, in the Other inbox. Focused Inbox requires Microsoft 365 in order
for it to appear in Microsoft Outlook for Mac. You’ll be informed about email flowing to Other, and you can switch between
tabs any time to take a quick look.

Focused Other 1 =
@ Other Emails ‘
CrashPlan for Small Business
Yesterday
> Joan Work, Craig Cohen 2 i)
(] HCS Staff Meeting Yesterday

(no message preview)

The Focused and Other tabs will appear at the top of your inbox. NOTE: You can set the badge count, the count of unread
mail, to include only the messages in the Focused list. Go to Outlook > Settings > Notifications and Sounds > Badge count.
See Figure below to see the choices.

Badge Count: For all accounts, include all unread messages
© For accounts that have Focused Inbox, include only Focused messages

Include delegate inboxes

Change how your messages get organized
1. From your Inbox, select Focused, and then select the message you want to move.

2. Click on the Message menu or right-click to access the contextual menu and select “Move to Other” if you want only the
selected message moved. Click on the Message menu and select “Always Move to Other” if you want all future messages
from the sender to be delivered to the Other inbox.

3. To move a Message from Other to Focused, select Other and then select the message you want to move to Focus.

4. Click on the Message menu or right-click to access the contextual menu and select “Move to Focused” if you want only
the selected message moved. Click on the Message menu and select “Always Move to Focused” if you want all future
messages from the sender to be delivered to the Focused Inbox.

Reply All
Forward

nopry.
Reply All
Forward

Forward as Attachment Forward as Attachment

Create > Create >

Toggle Unread
Mark as Unread
Mark All as Read

Toggle Unread
Mark as Unread
Mark All as Read

Snooze > Snooze >

Find Related >
Add Sender to Contacts

Find Related >

Add Sender to Contacts From the Focused Inbox, From Other, right-

right-click the message
and choose Move to
Other or Always Move
Flag 4 to Other

Move to Other
Always Move to Other

Move to Focused
Always Move to Focused

click the message
[~ and choose Move to

Flag

Pin Pin

Turn off Focused Inbox
1. Click on the View menu.

Edit View Message Format

Previous
Next

2. Deselect Turn on Focused Inbox from the menu.

Previous Pane
Next Pane

3. Confirm Focused and Other Inboxes are united in one Inbox.
Go To

Sort By
Filter By

its

sonl  Display Density

v Show Message Previews

v Show Sender Image

v Show Event RSVP

v Show Group Headers
Show as Conversations

Focused or Always
Move to Focused

Profiles

Ar

ali
> ver

1c
azc
hart

| v Turn on Focused Inbox

24

Quiiteh te Othar.



Toolbar

The toolbar gives you quick access to frequent commands such as creating a new piece of mail to be sent or to delete
mail from your inbox. You may customize your toolbar by adding or removing tools.

To customize your toolbar:
1. On the toolbar, click Options (-+).
2. Select Customize Toolbar.
3. To Add tools, Drag and drop into the Toolbar. To remove a tool, right-click on the item and select Remove. You
may also add or remove Add-ins.
4. Click Done.

Customize the way your Toolbar looks

e Show Labels Always - The icon and description will always appear on your toolbar. When the amount of tools
exceed the length of the toolbar, the tools will continue in the Option menu ().

1/ Delete <\ Reply & Reply All T Archive FE Flag v & Mark Read

e Show Labels as Space Permits - The icon and description will appear on your toolbar until it exceeds the length
of the toolbar. For example, if you resize Outlook to make it smaller, the toolbar will go from icons and description
to just icons.

¢ Hide Labels Always - Icons will appear on the toolbar with no description.
W e «8 Ry Ot O

Revert back to the default view
1. On the toolbar, click Options (--).
2. Select Customize Toolbar.
3. Click Reset Toolbar.

4. Click Done.
° Q search a0
& = et
& > Favorites Focused  Other =
°
= > All Acco
W Delete B Archive @ Report Fg Move R Flag ) Read/Unread ) sync & Block
= | Heson o !
\goon@ie;  Drag itemsinto your toolbar to customize
Mail Options Installed Add-ins
o o HCS Tec
e W Delete B Archive Bs Move B Flag B Message Header Analyzer
& ini
2 bra s> PinfUnpin & Read/Unread “ Reply < Reply All 32 Dropbox
(S
B sen > Forward @) sync ) Categorize 73 Forward as Attachment e Zendesk Support
W Doel
€3 Jun 9 Undo Q' Redo @ Print &5 Mark All as Read @& Evernote
B o
B con @ Report & Block Jx Ignore Conversation B2 Create a Meeting @ Send to OneNote
N Outlook
Teoonem £Q Create an Appointment © Snooze Y= Rules £% Retention %% Translator
> SavedS [} Report Message
Reset Toolbar B Manage Add-ins... e m

Show Labels as Space Permits
Hide Labels Always ]
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List of tools for the Toolbar

Delete Moves the mail to the Trash.

Archive If available on your email account, archive allows you to move an item from your Inbox to an archive folder. An
archived item (or items) remains accessible, but doesn’t clutter your Inbox

Move Moves the email message to another folder.

Flag Flag the selected email for follow up.

Pin/Unpin This will pin/unpin a selected message.

Read/Unread Mark an email as Read or Unread.

Reply Reply to just the sender.

Reply All Reply to all on the message.

Forward Forward the email to a recipient or recipients.

Sync Manually perform a sync to your account.

Categorize Assign a category to a selected message or messages.
Forward as Attachment Forward a message in your Inbox as an attachment.
Undo Reverses the last command you have done in Microsoft Outlook.
Redo Reverses the last Undo you have done in Microsoft Outlook.
Print Print out the selected message.

Mark All as Read Mark all unread emails as Read in the inbox.

Report While viewing a message in Outlook, you can choose to report a message as Junk, Phishing or Not Junk.

® When you choose Phishing, the message is moved to the Deleted Items folder and marked as phishing
® When you choose Junk, the message is moved to the Junk Email folder
* When you select either of these options, the message is reported to Microsoft.

Block Block the sender. Outlook adds the sender’s email address to the blocked senders list

Ignore Conversation Ignore Conversation removes all messages related to the conversation that you select and moves
future messages in the conversation directly to your Deleted Items folder. To stop ignoring a conversation, go to the
Deleted folder and select the conversation that you want to recover, or any message within that conversation. Select
Ignore > Stop Ignoring Conversation.

Create a Meeting Creates a meeting with the contents of the email in the body.

Create an Appointment Creates an appointment with the contents of the email in the body.
Snooze Allows you to snooze a message from appearing in your Inbox for a period of time.
Rules Edit or Create Rules, apply a rule to an email or selected emails.

Retention Assign a retention policy that was set by your administrator to a message. Retention policies control how long
your messages will be saved.



Message List Pane

Icons in the Message List

Focused Other

Unread
messages in Today
your Message
List have a blue P> Richard Goonl il I
fv?t%t?hzgulgﬁect L] Action required: Update your Family S... 1:00PM
and time / Let Me Know what You want to do On Feb 13, 2024,...
emphasized in
blue Yesterday
Richard Goon 0
Replace this graphic Yes
(no message preview)
Expands or
collapses Ri
ichard Goon
conversations - RG s P'G v Z
ra ics o stleratay
When you clok Richard Goon
reply, a Draftis __g
ready for you Draft From: Richard Goon <admin®@creati... 2:05PM
to compose an
email Richard Goon 2%
(no message preview) Yesterday

Indicates the

> Richard Goon | S
Adobe Tutorial Yes

You can access tutorials right from Adobe Creative...

Older

Apple R W

Your Apple ID was used to sign in to iMes... 10/2/23
Dear Richard Goon, Your Apple ID (rgoon@hcstechg...

Apple
Your Apple ID was used to sign in to Fac... 4/24/23
Dear Richard Goon, Your Apple ID (rgoon@hcstechg...

Apple ~
Your Apple ID was used to sign in to Face... 3127/23
Dear Richard Goon, Your Apple ID (rgoon@hcstechag...

Microsoft Viva

emailis in a
Category

r digest 116/23
Blue category = |Private to you Hi, Richard Goon, W...

Pin Messages

Shows there is a
new message in the
conversation

Indicates High Priority

A paper clip indicates a Message has
an Attachment

The curved arrow pointing to
the left Indicates that you have
replied to the message

Hover over your message to
show Quick Actions. You may do
one of the following:

® Flag your message

® Pin a message

* Move it to the Trash

A curved arrow pointing to the right indicates a
message has been forwarded

When you pin a message, it moves the message to the top of your Inbox, so it will be easier to find. To pin a message,
in the message list, hover over the message you want to pin, and then click the Pin (&) that appear to the right of the

message title.

Switch to Other ~ Other

> Joan Work, Craig Cohen 1 |fl =
L] HCS Staff Meeting Yesterday
(no message preview)

Yesterday

m Woot.com

Pinned message
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The Message List displays the messages for whichever folder you have chosen in the Navigation Pane. The message
list allows you to see who the email came from, the subject of the email, when it came in and gives you a preview of the
Message. When you launch Microsoft Outlook for Mac, you will always begin where you left off last.

Sorting the Message list
Click Message List Options (=) to filter your messages or sort them by a different format. For example, you may want to just
filter your unread emails without being distracted by your read emails. You may also want to sort them by who the email is

from.

Focused Other
Yesterday

. Richard Goon
Replace this graphic

(no message preview)

Richard Goon
Pics

(no message preview)

& Unread

2 R Flag >
Yesterc
S To Me
? Has Attachments
@ Mentions Me

Yesterc
O Categories >

<

v Richard Goon
Action required: Update your Family Sa... Yesterc v Date

Richard Goon

From
Size

Thank you From: Richard Goon <admin@cre...  Sel

Richard Goon

Importance

1 Subject

Begin forwarded message: From: Microso... Yesterc

Richard Goon
Adobe Tutorial

Oldest on Top

Yesterc v Newest on Top

You can access tutorials right from Adobe Creative.

Older

n Apple

Reading Settings

You may customize the Message List by going to the Reading settings (Outlook > Settings > Reading). You can turn off
Focused Inbox or turn off Conversations from the Settings. You can also change how you swipe a message or add more

features to Quick Actions.

[ ] Reading

Message list:

Focused Inbox:

Conversations:

Left swipe:

Right swipe:

Mark mail as read:

Download external images:

Attachments:

Quick Actions:

v Size

2:"‘:3 R 21 Settings...

Show All Q

Show message preview Show event RSVP
Show sender image Show group headers

Sort Messages into Focused and Other

Show email grouped by conversation
i expand a

Show sent messages in conversations

when selected

Archive
Delete

When viewed in the reading pane for these seconds:
© When selection changes

Only when opened in a separate window

Ask before downloading

Open files in Microsoft 365 apps for Mac whenever possible

EFow
T Delete T Archive ¢ Flag
£ Pin £ Mark as Read or Unread © Snooze

£ Move

Click Message List
options (=) to filter or
sort your message list
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Email Message

Double-click on an email message from the Message List will open the email in a separate window. This may allow you to
reference other email messages in the Message List.

Joan Work shared "How to Use Spaces in Finder on a Mac" with you - Inbox « rgoon@hcsonline.com

(:) Delete B Archive @ Report 8 Move E Flag v & Mark Unread ('() Sync - @
Joan Work shared "How to Use Spaces in Finder on a Mac" with you O « « ~ .._@

Lo ® Joan Work <jwork@hcsonline.com> Thursday, February 1, 2024 at 3:1PM
To: @ Richard Goon

&
Joan Work shared a file with you

Please take a look, tell me what you think, is there anything | should change before
sending to Gary Bencivenga? Thanks.

@ M= How to Use Spaces in Finder on a Mac

This link will work for anyone in HCS Technology Group.

@ Title of email Shows you the subject of the email and where it’s located on your account.
@ Toolbar Allows you to execute commands such as Delete, Archive, Report, Move, Flag or Mark Unread.

® Email details Shows you who sent the email as well as who is copied on it. It also shows you the time and date on
when the email was received.

@ Quick Action Tools Quickly click one of the tools to respond. From left to right: React (emojis), Reply to sender, Reply
All and Forward.

() Options (+++) Click for more actions, use one of your Add-ins or customize the toolbar.

(® Email Message Shows you the content of the email. It can include conversations in the message. It can have media
such as pictures embedded in the Message.

Categorize

You can organize your messages by assigning them to categories. Since categories are color coded, it can make items
easier to find. To select a category for a message, click on the Message > Categorize and select a category.

Apple
€\ Reply 7 Forward as Attachment  TiJ Delete () Report P Move Changes
Re: Joan Work shared "How to Use Spaces in Finder on a Mac" with you HCS - NY Lan ® Doctors
® Joan Work <jwork@hcsonline.com> Tuesday, February 13, 2024 at 5:39PM ® HCS - NY
@ To: @ Richard Goon ® HCS Tech Group
HCS-CT

Orange category
@ Personal

Red category

Yellow category

Manage Categories
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Flagged Email Messages

Flags make it easier to find and track email messages. You can flag messages for yourself, as visual reminders to take action
later. You can also flag messages that you send to other people, to direct their attention or track their responses.

This Year ® Joan Work <jwork@hcso... Tuesday, February 13, 2024 at 5:23PM
To: Richard Goon
Joan Work | X | ®
Re: Joan Work shared "How to Use Spaces in Find - 2/13/24
And here | thought you were thanking me for my spaces dpcument... [ This message is flagged for follow up. Mark Complete

L Flagged ltem

How to flag an email
In the Message List
* Hover over an email in the Message List and click on the flag on the right.

@ Joan Viork Hover or select the email and
Re: Joan Work shared "How to Use Spaces in Find e .

And here | thought you were thanking me for my spaces document... click on the f/ag

m Joan Work “

* Select the mail In the Message list and go to the Toolbar. Click Flag and select a time frame to create a reminder for
yourself to follow up with an email. If you choose No Date as a time frame, no reminder will be created.

£8 Move K Flag il - D
Today
!JIIEAL ALERT: We fount Tomorrow be interested O« «
in! X
This week
O Woot.com Next Week yot.com> Today at 2:02PM
To: (® Richard No Date
Choose a date

In an Open Email
When you have a piece of mail open as a separate window, click Options (-:-) and select Flag. Select a time frame to create a
reminder for yourself to follow up with an email. If you choose No Date as a time frame, no reminder will be created.

Forward as Attachment (ﬁ] Delete @ Report £8 Move

K Flag Pl  Flag for follow up
e found stuff you might be intel & Mark Unread Tomorrow
. . o . . Daylite This week
ot.com <store-news@woot.com Next Week
) Adobe Acrobat Sign > X
® Richard Goon No Date
& Block

Choose a date
S

Review flagged messages

In the Inbox

Click Message List Options (=) and select Flag > Flagged.

Smart Folder In Saved Searches

Messages that you flag appear, automatically in a Smart folder in Outlook called Flagged Mails. In the Accounts Pane,
scroll towards the bottom. Expand Saved Searches and select Flagged Mails. You will see all the emails that have been
flagged, even the ones that are not in the Inbox.

11
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New Mail Message
This section covers creating new email and using it’s options such as attaching a file or setting a message priority.

Create a

New Email

1. On the Toolbar, click New Mail.
2. A untitled email message appears to the right.

3. Enter the name of the contact or an email address. Possible matches will appear as you type. Outlook will search from

Contacts and Recent Addresses, then from the Directory.
4. Select the email address and it will be entered in the field.
5. Enter a subject for your email.

6. You can now add content to your E-mail message.

D

>

o

<

[

{

Eavarites Focused  Other =

All Accounts Today

Woot.com
Prime Appreciation week... 110PM
We won't stop until we're fully appr..

rgoon@hcsonline.com
& Inbox
7 Drafts

Archive 2

Yesterday

Woot.com
NEW Mobile App specials Yesterday
Sent A new selection of app-only deals t...

Snoozed Linkedin
& Director of Information... Yesterday
roups

Your skills seem to match this job
Deleted Items 3834

QNAP Inc.
Junk Email a2 [20 Days of Deals Final... Yesterday

GILES 50 View this email in your browser You..
02 Webistix
03 Clients

5
1
ACN stuff 7
ACN Vendors a
Adobe 1
Apple 1
Bitdefender 1750
Brian Peat 2
Conversation History

EBay 4
Eugene 3
Garbage

Going Live

HCS-Sub

Jamf

0ld Mail

pPOOOCOOCOOCOC0OBO0B0C0O0C0C000=®0VA

Quick Sten Settina:

When you have a moment, please send your edits on the Outlook Guide.

ek

Richard Goon
Senior Systems Engineer, HCS Technology Group

% (631) 981-1048 Ext. 105 @ hesonline.com

£ rgoon@hesonline.com

© 80 Onville Drive, Suite 100, Bohemia, NY 11716

Q search < Q
» Send v T/ Discard 2 AttachFile (p) Loop Components £ Signature ED
From: Richard Goon (rgoon@hcsonline.com) v A

To: @® Joan Work
Cc: John F|
. John Filardo o
Subject: ffilardo@hcsonline.com ® priority,
9 High
John Filardo =

Aptos (Body) JohnFilardo@hcsonline.com vEE 0 Qv e + Normal

Q_ search Directory L Low
HiJoan

IMPORTANT: The contents of this emal and a
nollfy the sender immediately and do not dis

are confident
stoa

re ntended for the named reciplent(s) only. f you have receive
nyone or thereol.

| Draft saved just now

s email by mistake, please

Save as Draft

If you would prefer to send the email at another time, the email can be saved as a draft. When you create a new email,
the draft is automatically saved in the drafts folder waiting to be sent.

Priority

When you want people to know your email needs urgent attention, set the message as High (!). If the message is just an
FYI, or if you’re sending mail to colleagues about a non-work related topic, you can set the message as Low (V).

Attachments

There are 3 ways to add attachments to a message:

1. Click Attach File in the Message toolbar and then navigate to the file.
2. Drag and drop the file from your Desktop or from a folder to the email message.
3. Click on the Draft menu and choose Attachments > Browse this Mac. Navigate to the file and click Choose.

Note: If you choose to attach a folder, in the confirmation dialog box, choose Compress. This will auto-generate a zip file
as an attachment.

> Send v

From:

To:

Ce:

Subject:

W Discard
Browse this Mac

Richard Goon (r Browse Cloud Locations
Insert Hyperlink

@® Joan Work

3::| BP.xisx
John F|

BP.xIsx

Outlook guide
@ How to Use Spaces in Finder on a Mac.docx

2 AttachFile () Loop Components £ Signatu

ile Edit View Draft Format Profiles Tools Window Help

Send
Schedule Send

Show Bce

utes Attach File B Browse this Mac

Signatures >  Browse Cloud Locations
Accounts
Encrypt >  BPuxlsx
. BP.xlsx
on@hcsonline.c( Priority >

L

» Send v

How to Use Spaces in Finder on a Mac.docx

Seta
priority
for your
message

Draft

auto-saved
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More Tools in the Format Bar
In addition to the standard formatting tools such as changing font size, color or italicize a phrase or word, Outlook for Mac
offers other formatting tools such:

(@ Highlight use to highlight selected words.

@ Superscript Format a character(s) to a superscript (a character, such as a number or letter, that is set slightly above the
normal line of type.)

® Subscript Format a character(s) to a subscript (a character, such as a number or letter, that is set slightly below the normal
line of type.)
@ Bullet Point List Formats selected text as bullet point listing.
® Number List Formats selected text as number listing.
(6 Paragraph Alignment
¢ Align paragraph, flush left.
¢ Align paragraph, flush center.
e Align paragraph, flush right.
@ Decrease Indent Moves the sentence to the left.
Indent Indents a sentence to the right.
© Dictation Click to dictate your message.
Attach Photo Attach a photo from your Photos App or from your Mac.
@ Hyperlink Create a hyperlink on selected word(s).
(@ Tables Insert a table in your Message.
@ Clear All Formatting Clear all formatting from selected content.
Copy Formatting Insert a table in your Message.
(@ Paste Options:
e Keep Source Formatting
e Match Destination Formatting
® Paste as Picture
e Keep Text Only
Undo
@ Redo

Show/Hide Invisibles View/hide visual indications of spaces, tabs, and carriage returns

@Mentions

If you’d like to get someone’s attention in an email message or a meeting invite, use @mentions in the email message or a
meeting invite. Just enter ampersand (@) followed by the name, their name will be highlighted in the message or invite and
Outlook will automatically add them to the “To” line of the email or meeting invite. They will see the @ symbol next to the
message in their Inbox.

HiJoan

When you have a moment, please send your edits. @johnF|

John Filardo ®

JohnFilardo@hcsonline.com

O\ Search Directory

13



Spell Check & Grammar

Check spelling and grammar automatically as you type

By default, Outlook checks for spelling errors as you type. Outlook uses a dashed red underline to indicate possible
spelling errors and a double blue line to indicate possible grammatical errors.

1. When you see a word with a dashed underline, Control-click the word or phrase and choose one of the options.

Spelling Grammar

HiJoan, HiJoan,

The mentioned ghiggltis addedito there address b The mentioned contact is added to there address book.

contacts
intact Ignore

Ignore All Hyperlink...

2. On the shortcut menu, do one of the following:
e Select one of the guesses at the top of the shortcut menu.
e Select Ignore All or Ignore to leave the word as is.
e Select Add to Dictionary.

Microsoft Editor

Microsoft Editor helps users improve their grammar when using Office apps such as Word and Outlook. It offers spelling,
grammar, and writing style. The extension is on by default in Outlook. To access Editor, go to Edit > Spelling and
Grammar and select Editor. It will go through the selected paragraphs and may make some suggestions to you.

Resetting spelling and grammar checking
To reset the spelling/grammar checker so Outlook can recheck words and grammar that you have chosen to ignore, go
to Edit > Spelling and Grammar and choose Reset Ignored Words and Grammar. Click Yes to confirm.

le Edit View Draft Format Profiles Tools Window Help

Undo
Redo
[ cut
Sy » send v [ Disca
Copy Formatting Drafts
Paste Today From: Richard Goon
Paste and Match Style
i 3
Paste Formatting @ | To: ® Joan Work
Clear Formatting Hl
geleell Last Week Ce:
@ ‘ll‘ Subject:  Outlook guide|
N o
Aptos S e A
>
Find >
TRTERTR
> Spelling and Grammar > \ Editor
N Check Accessibility... Reset Ignored Words and Grammar L
Change Case Language >
> -
Speech >  V Spelling only L
) Spelling and Grammar
> AutoFill . —
Start Dictation...
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Signatures
You can have custom Signatures to place automatically at the end of messages you create.

1. Go to the Outlook Menu and select Settings.
2. Click on Signatures.

@& Outlook File Edit View Message Format Profiles Tools Window Help g -
About Outlook .
out Outioo! [ ] Outlook Settings Show All Q.
Legacy Outlook
Personal Settings
Settings... - . 5
B & B e BOA W %

Work Offline T R -

X General Profiles Accounts Notifications Categories Fonts AutoCorrect Spelling &
Turn Off Reminders. & Sounds Grammar
Services >  Email
Hide Outlook = 4 L.# o Q)
Hide Others Reading Composing Signatures Rules Junk
Show All
Quit Outlook ther

3. Under Signature name, Click Add (+). 2

4. An Untitled window will appear. .
5. Enter your information that you want in your signature.
6. Click Save.

7. Under Choose default signature, select the account you want to use as your default signature for New Messages and for
Replies/forwards.

[ Signatures Show Al Q Untitled

Edit signature:

2 uUndo < Redo

Signature name Signature Preview

Standard Richard Goon Signature Name ~ Untitled —4
HCS
it Aptos Inm JAv B I U S HvX X | EESe——h

ks Edit

K ey
Choose default signature: |

Account: Richard Goon (rgoon@hcsonline.com) a - !
== e 1 Richard Goon !
Replies/forwards: HCS e < r+/Senior Sy Engineer, HCS Ti gy Group
|
3 Junk Email e @ Mr. Cliff Graham, Account}n £ rgoon@hcsonline.com
> B otHes = i — © 80 Orville Drive, Suite 100, Bohemia, NY 11716 .
7

Tips
® You can use Microsoft Word for Mac to format text and add pictures and links. After you finish formatting your signature,
copy your new signature and paste the signature into the signature pane of Outlook.

® You can create different signatures for your new messages and replies/forwards. You can also create default signatures
for all your email accounts in Outlook.

Manually selecting the Signature
When you create an email and the default Signature was not the one you intended to use, you can manually select another
one by clicking the Signature button and choose the appropriate one.

[ ] Outlook guide + rgoon@hcsonline.com

» send v [ Discard 2 AttachFile (B Loop Componentp  Z Signature (/% Edito ¢ Check Accessibility

From: Richard Goon (rgoon@hcsonline.com) » Slancard A
HCS
HCS - No Phone number

To: ® Joan Work Bee
Manage Signatures

Ce: ® John Filardo

Subject: Outlook guide Priority v
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Rules

The goal of organizing your Outlook is to reduce the amount of unnecessary “noise” in your Inbox and to make the
most important items reach the top. Rules help this process by moving messages into folders based on criteria that
you set. Rules filter the messages coming into your Inbox for must-read items or read later.

[ ] Rules Show Al Q

You can create rules that tell Outlook how 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 rule at the top.

L, Richard Goon (rgoon@hcsonline.com) v

To *John Filardo" MoveTo "John Filardo"

Iithe “John Filardo,, move
processing more rules on this message.

‘John Filardo' and stop

From “Joan Work" MoveTo “Joan" (Migrated)

=)

b A~ S

Ifthe from ‘Joan Work'
processing more rules on this message.

“Joari and stop.

Sent to Rich Goon (Migrated)

(D v mess i Goonan e
W o move e
e o s message

specific words in the subject b A7
Watchmary

E

Create a Rule based on the sender’s name or a contact group
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 distribution list, you can automatically move it to a specific folder as well.

1. Create a new folder in Outlook.

2. In the message list, click an email message with the sender or recipient that you want to create a rule for.

3. Go to the Message menu and select Rules. Select a rule suggestion. |.E. “ Move Message from....” (Fig. A).

4. In the folder search field, start typing the name of the folder that you want to move messages to (Fig. B).

5. When the folder you want appears, click the folder name to select it.

6. Click Save.

Message Format Profiles Tools Window  Hel
= - ! i ® Rules Show Al Q
I React
Reply
Reply All You can create rules that tell Outlook how to handle incoming email messages. You choose both the
I P } Archive @ Roport 3 Move [ Flag ~ conitons tht tigger aule and the acons the e wil k. Rules wilruninthe orcershown n the
R — ist below, starting with the rule at the top.
Create > = Malware Status Re
Toggle Unread © norepl £, Richard Goon (rgoon@hcsonline.com) v
Mark as Read Notiication A scneaiea report na. o G
panchlesRead ly-gzc@info.bitdefend... 2
5 : Mal
e Status Report o 705 €6 l For all messages from noreply-gzc@info.bitdefender.com ‘
Notifcation A scheduled report ha...
Attachments > = B Download
Find Related ly-gzc@info.bitdefend... 2
e Status Report oar2 21 From o PP
Add Senderto Catacts Boeion 3 i et noreply-gzc@infolbitdefendercom x X
Flag > ly-gzc@info.bitdefend... 2 .
Pin re Status Report Gizs Bitdefe To v l Richard Goon x ‘ X
Categorize > Notification A scheduled report ha... GravityZon
Report > ly-gzc@info.bitdefend... 2 Subject includes ' Malware Status Report X X
i~ Detected Malware Re... 6/10/23
Notifcation A scheduled report ha...
‘ g + Add another condition
LIEIED ly-gzc@info.bitdefend... 2
Ignore Conversation e Status Report snojz
Retention > Notification A scheduled report ha... = Moeto o “
Move >k S — Renort N
Rules > [ Vove Messages from noreply-gzc@info bitdefender.com... 4+ Add another action | Q Bitdefender] > |
History Repof _Move Messages to Richard Goon... )
o . 0 nore} + Add an exception © Bitdefender
3 Malwi Create Rule...
RepOrt e s Create new folder
- e | Stop processing more rules
) Move to a different folder...

Fig. B
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Editing a Rule
When you create a rule from an existing message, the sender and recipient are automatically pre-populated in the rules
instructions. What happens when you want to add more details to the rule, such as adding another recipient or if it’s a
particular subject? To edit an existing rule:

1. Go to the Message menu and select Rules > Edit Rules.

2. Click Edit ().

3. You will see what the rule is set to do.

[ ] Rules Show Al Q

You can create rules that tell Outlook how 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 rule at the top.

g Richard Goon (rgoon@hcsonline.com) ~

For all messages from noreply-gzc@info.bitdefender.com

@) ¥ the message was received from moreply-gzc@infobitdefendercom’, the message was sent to > v 70
"Richard Goon' and the message includes specific words in the subject "Malware Status Report’,
move the message to folder ‘Bitdefender’ and stop processing more rules on this message
To “John Filardo" MoveTo “John Filardo"

«© If the message was sent to ‘John Filardo, move the message to folder ‘John Filardo' and stop > /W

processing more rules on this message.

4. Click Add (+). A new criteria is added to the next line.

5. Click and choose an action. For this example, we are selecting Sent To.
6. Fill in the field with the name of the recipient.

7. Click OK.

Rule name: From "Joan Work" MoveTo "Joan" Rule name: | From "Joan Work" MoveTo "Joan"

When a new message arrives that meets all these conditions: When a new message arrives that meets all these conditions:

Is Joan Work @@ From Is Joan Work © @
5—%5 ®® Sent To Is Craig Cohen o 6

Body Do the following:
Subject or Body J h li +
Date Received oan (rgoon@hcsonline.com) Move to Folder Joan (rgoon@hcsonline.com) +
Has Attachments o
N Except if: +
Size
Priority rules to messages that meet the same conditions Do not apply other rules to messages that meet the same conditions
Sensitivity
Message Flag
Head
e Cancel Enabled cancel (M7
Kind
< = =

8. The rule has any email Joan sends to Craig, will go the Joan folder under rgoon@hcsonline.com’s account. The rule
will apply to any emails addressed to or CC’d (carbon copied) to Craig.

Create rules for different accounts

You can create different rules for different types of account such as IMAP, POP or Exchange. Make sure you select the
correct type before creating the rule.

Tips

e |f you have a Microsoft Exchange account managed by Microsoft Exchange Server 2010 or later, the rule is automatically

saved on the server.

o If you create multiple rules, Outlook runs the rules in the order in which they are listed in the Rules window.
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Search in Microsoft Outlook for Mac

From the search bar, you can do a quick search of the current folder. You can also search to find text within a specific
item. When you use search from your Inbox or folder, the results will include messages, contacts, and files.

Do a basic search in the current folder

You can use the search bar at the top to search in the current folder or view.

1. Click on the menu and select Current Folder.

2. Enter your search word or words in the search box. Outlook displays the results underneath in Search Results.

3. After You have finished your search, exit (X) the search bar.

1 - current Maibox  [IRCEREER S 9.

2

. Joan Work =
@ = & New Mail 4\ Reply % from:*jwork@hcsonline.com”
. ) Support at 200 Park Wed 417
& > Favorites focused  ou @ Soamvion !
o HCS Technology Group Weekly Check-In
<> AllAccounts Today Joan Work Ven
Busine g joan Work )
~ rgoon@hcsonline.com RMBO3 from:"joanwork@me.com”
Recently
= & Inbox s X Joan Work =]
» R Busine from:"joanwork@mac.com”
_ Drafts RMBO3 ) ient|
B Archive 2 Recenty Q. joan work ons|
o B sent Yesterday laurahay.pdf >
(=] Sent 4 weeks ago by Joan Work @ O
” ® snoozed Q Lucille.
> & Groups Re:itis going into my d.. Vestorday Submitter: Richard Goon

Save Search

When you click on Save Search (&), an untitled folder will be created in Smart Folders. Enter a name for the smart folder
and anything meeting the criteria of the search will go to the smart folder.

Click Save R 7 New Mail ® saveSearch | <\ Reply 7 ForwardasAttachment T Delete @ Report £ Move [ Flag v & Mark Unre:
Search to
(=] > i
create a (TS Search Results
smart folder o
= > All Accounts Top Results
° Joan Work
v rgoon@hcsonline.com Re: Support at 200 Park ~ 4/17/24
Hello Larry, Keeping youalli.. Joan
= & Inbox 3
5 5 Joan Work
s Re: Follow-ups 3126128
= B Archive 2 Larry, Justan FYI, the spa... 01HCS
& B sent @ Joan Work
HCS Technology Group We... 4/1/24
2 © &z Happy M§bnday, As we start...  Inbox

Search results

Search Filters

What happens when a word or a phrase is not enough? Click Filters (=) to show more options for your search. Enter more
search variables and see how it changes the results.

Click
Advanced
to show
Current Folder v [EEUENCELRIY E» <o Q
more search
@& @ New Mail [ saveSearch Searchin  Current Folder Dnread @ options
. © Joan Work
From
& > Favorites Search Results
S To
~ > All Accounts Top Results
+ Joan'  gupject Outlook
~ rgoon@hcsonline.com FW: St
I belen i
= & Inbox 2 Keywords Edit
Joan
7 o . Q-
CST  pate Any ~
B Archive 2 Happy
o B sent ecahe\ Attachment
RE: Fo
% ® snoozed o e .
> &% Groups fmore options
Al Results
> W Deleted items a9 Cc
Joan
B3 Junk Emai 122 Wt Bee w
I belen
> B3 o1Hes 30 Priority
> B3 02 webistix 5 Cohen, L
Support at Read Status
v B oscients ' B ey
B Accountable Advertising HCS Onli
£ Advertape @ Latost Use Flag Status No Search Results to Read
) s LatestUsel  gg Select a conversation to read.
£ Behavioual STrategies Cohen, Larry ©
FW: FYI/Action- Board Me... 4/3/24
£ Bohisen Restaurant group. Joan/Richard FYl---- LC La... Inbox
£ Butler M othor bial
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Advanced Query Search
Use Advanced Query Search (AQS) to refine your search results. In the search box, type an AQS keyword from the table
below, followed by a colon and what you want to search for

Keyword Description Example

From Searches the From field. From:John Appleseed

To Searches the To field. To:John Appleseed

Cc Searches the Cc field. Cc:John Appleseed

Bcc Searches the Bcc field. Bcc:John Appleseed

Participants Searches the To, Cc, and Bcc fields. Participants:John Appleseed

Subject Searches the subject. Subject:report

Body or Content Searches the message body. Body:report

Received Searches for the date received. You can use the same search terms | Received:01/01/2017
as for Sent.

Category Searches the Category field. Category:reports

HasAttachment:no

A search for HasAttachment:no returns only emails without
attachments.

report HasAttachment:no

range of dates separated by two dots (..). You can also search for
relative dates: today, tomorrow, yesterday, this week, next month,
last week, past month. You can search for the day of the week or
month of the year.

IsFlagged:yes A search for IsFlagged:yes returns only emails that are flagged. report IsFlagged:yes
IsFlagged:no A search for IsFlagged:no returns only emails that are not flagged. report IsFlagged:no
Sent Searches the date sent. You can search for a specific date or a Sent:01/01/2024

HasAttachment:yes

A search for HasAttachment:yes returns only emails with
attachments.

report HasAttachment:yes

Search Tips

e Keyword searches are not case sensitive.
For example, cat and CAT return the same results

¢ When searching on a property:value expression, don’t put a space after the colon. If there is a space, your intended value

will just be full-text searched.
For example, to: jappleseed searches for “jappleseed” as a keyword, rather than for messages that were sent to
jappleseed. To search for messages sent to jappleseed, enter to:jappleseed.

¢ A space between two keywords or two property:value expressions is the same as using AND.

For example, from:”John Appleseed”subject:reorganization returns all messages sent by John Appleseed that contain the
word reorganization in the subject line.

¢ \When searching a recipient property, such as To, From, Cc, or Recipients, you can use an SMTP address, alias, or display
name to denote a recipient.
For example, you can use jappleseed@hcsonline.com, John Appleseed, or “jappleseed”.

* You can use only suffix wildcard searches—for example, cat* or set*. Prefix wildcard searches (“cat) or substring wildcard
searches (*cat*) aren’t supported.

¢ When searching a property, use double quotation marks (“ “) if the search value consists of multiple words.
For example, subject:budget Q1 returns messages that contain budget in the subject line and Q1 anywhere in the
message or in any of the message properties. Using subject:”budget Q1” returns all messages that contain budget Q1
anywhere in the subject line.

¢ To exclude content marked with a certain property value from your search results, place a minus sign (-) before the name of
the property.
For example, -from:”John Appleseed” will exclude any messages sent by John Appleseed.
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Profiles

If you use Outlook for Mac for your personal life and for work, you can set up Outlook to handle these different capacities
by using profiles. A profile is a workspace that stores a set of email messages, contacts, tasks, calendars, account settings,

Scrapbook clips, and more.

Create a Profile
1. Go to the Outlook Menu and select Settings.
2. Click Profiles.

& Outlook File Edit View Message Format Profiles Tools Window Help B @
FECIRRE ° Outlook Settings Show Al Q
Legacy Outlook
Personal Settings
3ettings... —_ o oo n v
&2 2= © = o | A
Work Offline @ s - Q Q-, A \','
General Profiles Accounts Notifications Categories AutoCorrect Spelling &
Turn Off Reminders T & Sounds Grammar
|
. 2
3. Click Add (+).
4. Enter a name for the profile. |.LE. Work.
5. Select an icon and color.
6. Click Create.
Profiles Show All
@& All Accounts
Customize your new profile
Name:  Work 4
Icons:
oo & oo
L2 ©® & B & g iill also change your
5
9 N B &
h
" 90000®Q
. ~ © o System
Cancel - C——— 6

= - ww w

7. Select the accounts that you want to associate with the profile.

[ ] Profiles Show Al Q

i@ All Accounts
& Learn how to connect Profiles to macOS Focus Filters > X

W Work

Profile name:

* Work

1] ine.com

0 rgoon@hcstechgroup.com

O G outlook rikgoon66@outlook.com
[ 3 rgoon@rikgoon.com

(J & on My Computer

o E - a
-

Light Dark System




. ® |= @ New Mail € Reply 73 Forward as Attachment T Delete @ Report
Click on a
plrof//e fo ¥ > Favorites Deleted Items =
view the
accounts & |5 Anaccounts older
associated + . o Bing
i outlook Richard, make Mother's... 5/5/16
W,th, the N T ) Find ideas to celebrate your mom o...
rofile = !
p = & nbox @ Bing Rewards
= Richard, suit up 42616
7 orats B Be in the know for the 2016 NFL dra...
& (&) Ao . Bing Rewards
B sent Richard, welcome to the... 4/5/16
@ © snoozed Baseball season kicks off this week.
nooze

8. Repeat steps 1- 7 to create a profile for Personal.
9. Confirm you have two Profiles created. Close Settings.
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[ ) Profiles Show Al Q

& All Accounts
& Learn how to connect Profiles to macOS Focus Filters >

# Work

Profile name:
& Personal %

Personal

oaq ine.com
(J I rgoon@hcstechgroup.com

& outlook rikgoon66@outlook.com
@ £ rgoon@rikgoon.com
L On My Computer

Appearance: (R . a
-

Light Dark System

10. On the top left, click on a profile to view the selected mail accounts.

Q search

Pe Move B Flag v - &

Connect a Profile to a macOS Focus Filters

. Go to System Settings.

. Click on Focus.

. Select a Focus filter.

. Under Focus Filters click Add Filter (Fig. A).

. Select Microsoft Outlook.

. Click Choose and select the desired Profile (Fig. B).
. Click Add.

. Close System Settings.

0 N O A WN =

(3 Notifications
Sound Seta Schedule

Have this Focus turn on automaticaly at  settime, location, or whie using a
© Focus certain 3pp.

(& screen Time M
&4 - whie ot tis ocation

() ceneral
@ #ppearance
Accessibility

) control Center
© siri & spotiight
(O Privacy & Security

Add Schedule.
Focus Filters
Customize how your apps and device behave when this Focus is on.

NoFocus flters

Add Filter.
Desktop & Dock

Richard Goon

Apple ID

Allow Ntifications

80 ramiy

@ wiri &
) Bluetooth

@ Network
; - Profile Choose Ca

profle
3 Notifications

Sound
Focus

(8 screen Time

Ql
Work

Personal

(&) ceneral
Appearance

® Accessibility

) control Cente
© siri & Spotiigt
O Privacy & sece...,

Desktop & Dock Clear
o

Fig. A

Fig. B
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Automatic Replies

You can send automatic replies from Outlook for Mac whenever you want to let people who send you email know that you
won’t be responding to their messages right away. You can specify an end date so that the replies will stop automatically
when you return, or you can manually turn off automatic replies.

—_

. Click the Tools menu.
2. Select Automatic Replies.

Format Profiles Tools Window Help

Sync

| Automatic Replies...

W Delete s,
Junk Email Preferences
i Focused S
Accounts...
2
Today Keyboard Shortcuts

3. Choose a Microsoft 365 account.

4. Select the checkbox for Send automatic replies for account “<account name>”.

[

. Enter your auto-reply.
A. The top field is for senders within your organization.
B. The bottom field is for senders outside your organization.

. Select the checkbox for Send replies only during this time period.
. Set the date and time on when to start the auto-replies
. Set the date and time on when to end the auto-replies.

© 00 N O

. Select the checkbox for Send replies outside my organization.

e Send only to my contacts - Anybody in your contacts who reached out to you through email will only receive your
automatic replies.

e Send to all external senders - Anybody who sends an email to you will receive your automatic replies.
10. Click OK.

3 4

utomatic Replies

Automatic Repli

1) rgoon@hcsonl... |@send automatic replies for account “rgoon@hcsonline.com”
1) rgoon@hcstec...

@& outlook

Reply once to senders within my organization:

——t—5A
6——.Send replies only during this time period:
Starttime: 5/ 5/2024 [7] 12:00AM 7
End time: [812/2024 [7]| 12:00AM 8

©

IISend replies outside my organization
Send only to my Contacts
© Send to all external senders
Reply once to senders outside my organization
I'll be out of the office from May 5, 2024 to May 12, 2024 . If you need
assistance, please reach out Joan Work at jwork@hcsonline.com or
call the office at 631-981-1048.

Thank You O —— 5 B

Cancel “—_1 0
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Email Templates

Email templates are pre-written messages that you can use to quickly compose and send emails without typing the same
content repeatedly. You can create email templates for different purposes, such as invitations, confirmations, follow-ups,
feedback requests, newsletters, and more. Email templates can help you save time, improve consistency, and avoid errors in
your email communication.

1. Click on the New Message.

2. Compose your email message as you normally would, adding the subject, recipients, body, attachments, signature.
3. When you are done, click File menu, select Save as Template.

4. Select an existing folder or create a new folder for your Templates.

5. Give your template a name and click Save.

Outlook File Edit View Draft Format Profiles Tools Window Help
_
1 New > o .
Backup/Restoration testing « rgoon@hcsonline.com
Open >

lites Close
>

n lle  (® Loop Components ¢ Signature /% Editor
Save

Save As...

F .com) A
CR s /s Tempate... ) A
Al 1o Folder >

Import On My Computer data...
C

su Priority v
Page Setup...
Print... sy 3 = = = = .= 5 -

A — 5P X % EE=vE s 0 @ve By % P DY =

As part of our ongoing efforts to ensure data security and prevent any potential oss, I'd like to review the importance of regular computer backups.
Why Backup Matters:

« Accidental file deletion

« Hardware failure

How to use email templates in the new Microsoft Outlook for Mac
1. Open Microsoft Outlook for Mac and click on the File menu, select New, Mail from Template.
2. Select the template you want to use and click on the Open button.

3. A new message window will open with the template content. You can edit the template as needed, adding, or changing
the subject, recipients, body, and attachments.

4. When you are ready, click on the Send button in the toolbar.

Outlook File Edit View Draft Format Profiles Tools Window Help

New > | Mail @hcsonline.com
Open 2

Mail
les Close
a > Event ? signature /2 Edit
Save Contact
9 L Save As... Contact List
rc
i4 Save As Template... Mail From Template
% To: Folder >
o]
Import On My Computer data...
Ce Main Window
Sul
Page Setup...
Print... — = — [
P . s Py X X, = iE =v & o= 0 Bv o {

Updating or changing content when using email templates in the new Microsoft Outlook for Mac
1. Open Microsoft Outlook for Mac and click on the File menu, select New, Mail from Template.

2. Select the template you want to use and click on the Open button.

3. Edit the content of the email for your template.

4. When you are finished editing, click File menu, select Save as Template.

5. Select your template folder.

6. If you are changing an existing template, click Save. If you are creating a new template from an existing template, click
Save as and give your template a new name. Click Save.
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Categories

Categories can help you organize items such as your email messages and calendar appointments. You can apply multiple
categories to the same item.

Create a Category s
1. Go to the Outlook Menu and select Settings. @ o T -
2. Click Categories. 0:: P
0 ¢
3. Select an account. Ll @ resteencou
H @ Oy Corgier Py '::;-Chlca o
4. Click Add (+). ¢ ommonmn fossas
5. Enter a name for the category. it Y ) [ : )
. Select a color. 0000000
6. Select a colo o 000
7. Click Create. -
Assign a Category to an object (e —— - Gas AN Caig@ EVent_ Format _Profiles Tools Window _Help.
. . o30am rc 0PN ] (1m00AmM ACN e
1. Select one of the many objects such as an email, a e prin.- 1o wordice il
contact or an event in your calendar. 10:00AM €1 2:::3;\" il s
2. Assign a category by: ® Accert > e S :
) . . ) [Eooav By ematve v 8:30AM  Introductio piek o
e Right-click or Control-click on the object and 1000am o Decline > | [o00Au Hes o 15 ©
. 11:00AM Cr. Propose New Time > 10:00AM GoDaddy 0AM HCS @
select a category. (Fig. A) oot es | ) [10:30A Richat i 5
¢ From the menu (Email: Message Menu, Calendar: |**™ p fmomt ) i o -
Event menu, People: Contact Menu), select ® show As > L2 S (B
i i i AN - Categorize > Blue category e Green category_ |
Categorize and assign a category. (Fig. B) o el bk i
ao0m sar, 0% [orcs ] u | @ conr
[7:30PM Dinnerin | orange category s .In:csnve ‘
® Purple category 7 ® gld contacts
Red category ;_( ® OwnersNY
30 1 Yellow category Red category.
Jamf 200 Course - Eastern . BTy
12:00AM Apple G Clear Al Clear Al
7:00PM CraigBand _[[11:40AM _Dr. Newa; Manage Categories I | MR GEETiE
Fig. A Fig. B

Ti

Sel:Id one email to all the contacts in a category

. Click on People.

. In the Accounts listing, expand Categories.

. Click on the Category you want to send to.

Click on a contact in this category.

. Select all with Command A or go to the Edit menu > Select All.

. Click on the Email button in the Toolbar.

. You now have an email addressed to all the contacts.

. To BCC instead of using To, select all the contacts, and drag them into BCC.

© N oA WD =

Q search @ < Q

Il

@
L

New Contact ¥ AddtoFavorites () Categorize Edit W Deletel & Email i T Meetng T

I v rgoon@hcsonline.com

=
7]
173
z
=3
|

&2 Contacts

o0 ¢ " ame Email Phone number Category Title and company
&2 Contact Lists

(=) N:
2——.—0 v ) Ccategories @ Alexandra +1 (¢ HCS - NY Liveintent

Apple
— S Beth Cohen bethm (8 HCS - NY
1 P @ Doctors
&D @ Hes-NY R erian brianb@wing 8C HCS - NY Wingspan Solutions
@ | Personal
4

Freny © HCS - NY

~ rgoofi@hcstechgroup.com

HCS Admin hes@hcsonline.com 8 HCS - NY HCS Technology Group
&2 [ontacts

&2 kontact Lists o jeuddire jcuddire@re (¢ HCS - NY

Robert corvino@ros HCS - NY

3 —
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Outlook Add-ins
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Add-ins brings apps, such as Salesforce, Slack, Zoom, or DocuSign, right inside Outlook for Mac. You can accomplish tasks

quickly without needing to switch back and forth between email and other apps. Add-ins are a great way to increase usage

of your apps by making them accessible directly within Outlook.

NOTE: You will need a Microsoft account. If your organization is using Microsoft 365, your email address is your Microsoft

Account.

Install Add-ins
1. On the Toolbar, click Options (--)

2. Select Get Add-ins (H). (Fig. A)

3. Browse through the catalog or
search for the Add-in. (Fig. B)

. Click Add. (Fig. C)

. Confirm the Add-in appears in the
menu. Optionally, You may add the
add-in into the toolbar.

(SN

<Unread .. Daylite & Block
@) sync
i(19 T Archive

plicc ¥ te
oon L)
IT E H's Zendesk Support F
vo ¢ i Send to OneNote
our EZV r
W s
rmi ®
i@ Share to Teams
Ric 3% slack for Outlook
ser: & Docusign eSignature
(2 ReadNotify

A

036 h
i Report Phishing
2
i
1s: € )
Customize Toolbar... Fig. A
RMKOSHS

ADD-INS FOR OUTLOOK

Add-ins may access personal information. By turning an add-in o, you agree toits License Terms and Privacy Poicy.

Al

GIPHY
Myaddins [ Y

Admin-managed Search, discover, and insert GIFs and
Stickers into your emails.

Office Add-ins

Adobe Acrobat Sign
P for Microsoft Outiook

Save time and work smarter with
Adobe Acrobat Sign for Outiook.

Adobe Acrobat X

Show allresults
| pa | dd i
Shared Email Attachments 'SMART Template
Tomplates 00 Roxds Frovild
BT— L T

Office Add-ins

Adobe Acrobat Sign for Microsoft Outlook

Send documents to be signed right from
your Outlook dashboard.

¢ Add-ins may need to be configured with an Account. |.E. The Add-in for Slack will require for you to log in with your

credentials to access the channels.

e When an Add-in is opened, it will appear as a tab next to My Day.

Junk Mail Protection

You can adjust your junk email settings to automatically allow messages from specific domains or block messages from

specific email addresses or domains.

1. Go to the Outlook Menu and choose Settings.

2. Click Junk.
3. Select an account.
4. Click Add (+)

5. Enter the email address or the domain name.

6. Close the Settings window.

Fig. B

Fig. C

[ ] Junk

33— rgoon@hcsonline.com
rgoon@hcsonline.com

Blocked Senders and Domains

abdul@mpwwholesale.com

com
rgoon@hcstechgroup.com
outlook
rikgoonE6@outlook.com

editorialstaff@flipboard.com
hello@olivemypickle.com
nid_nidhiapps@outlook.com
sales@megaphonewholesale.com
valysnkwelek@outlook.com
yazelizet8@outlook.com

/esenia. i bi

Show Al Q

E,
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Calendar

Outlook’s Calendar can be customized to work the way you do. Call up the Calendar pane by either clicking on the
Calendar button, or pressing Command (38)- 2. A calendar is associated with each mail account. You can have shared
calendars. The default view is the calendar week, but daily, workweek and monthly views are also available in the
Ribbon also.

Q search

2 z Smithtown, NY = =
B Today < > April 21- April 27,2024 () S D = Filter v [ Week v al @
5 21 Sun 22 Mon 23 Tue 24 Wed Smithtown, NY Sat April g 4 -
ACN - DEVICE SUPPORT - Austin
@ S M T W T F 5
| richoncaifor ||  richatia 48°F s M T W T F s
3N 1 2 3 4 5 6 Q
+ o 54°F | 34°F 2 22 (23 24@26 27
7 8 9 10 M 12 13 i
- Mostly Cloudy - 60% humidity 28 20 30 'y 2 3 a4
@—_E_u. 5 16 17 18 19 20 - 0% precipitation - 12 mph North wind
2 2 23 14625 27 5
& oA Frcay sounday  sundy
28 20 3 1 2 3 4 Busy Busy Busy -
o e ko) O
& :
on site 56°F 58°F 62°F
for
Y7 + Add Calendar o B =
) t |_Edit ) 1AM
4 ~ rgoon@hcsonline.com —
Davinci 8
~ My Calendars Private Drive Magnet
Appoin Janean Street,
© calendar Y tment §‘°"{ Y]
roo) Busy
Birthdays 1790.
O United States holidays (1)
~ Other Calendars 3AM
1PM
J ~ People's Calendars
@ Adam Karneboge
aAmM
@ craig Cohen
2pM
@ Joan Work
John Filard
O John Filardo o
O Keith Mitnick
O sam Valencia 3pM
> Groups 6AM
]
> rgoon@hcstechgroup.com
apm
7AM
outlook
rikgoon66@outiook.com

@ New Event Allows you to create an Appointment or Meeting in your Calendar.
(@ Calendar Navigation Quickly access different months from the past through the future.

(® Calendar Accounts Too many events crowding your view? Easily select which Calendar you want to see at any one
time or choose to view them all at the same time.

@ Today Click this to see what is on Today’s agenda in whatever view you are in.

® Previous/Next View Whichever view you are in you can click Previous (<) to see earlier events or Next (>) to view
future events. |.E. while in Week view, click Previous (<) to see the previous week.

(® Weather Forecast Shows you the forecast of the weather for your location for the day. Click to see the details of the
weather.

@ Filters Filter your events by:
o All ® Meetings e Show As ® Privacy
e Appointments e Categories e Recurrence e Hide Declined Events

Calendar Views Select a view for your calendar. You can view the Calendar by Day, Three Day, Work Week, Week or
Month.

(® Show/Hide Task Pane () Show or hides a mini calendar with your agenda for the day.
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Create an Event

Outlook Guide Meeting - Caler dar « rgoon@hcsonline.com

£8 Scheduling Assistant

. Click Calendar.
. Click New Event.
@ Calendar (rgoon@hcsonline.com)

. Enter an event name in New Event field.

@ Busy (9 MarkasPrivate &3 Attendee Options 2 Attach File

< B > Fri, Apr 26 2024

[S I O S R SR

99 Outlook Guide Meeting o AM 3
Set date and time for the event. o demnwer demriado optons
.Seta frequency to the event repeat itself. 4——|® 4262024 [ fom 9:00AM v to 11:30AM v I Ay @ R T e —
I-E. Every Week. No available times found.  View Scheduling Assistant
5 ——e pocsrotrepent -

6. Set a location for the event.

6 ——t—e©® 577 Main Conference Room | @ Teams meeting I 13
7. Set a notification to alert you that the 7140 5 minues betore
event is coming up. Default time set is 15 . .
. . . Aptos(Body) T M T & v U s ¥vx x = = =
minutes prior to the event start time. Tinted area
. . . . 1 4 ———e GooverOutiook Guide for content 2o anifies th
8. Click Scheduling Assistant to change this — f)’g[’s’;isls o
to a meeting. available
9. Add required invitee. Enter the invitee’s
name and select the invitee from the list
of contacts. Repeat for all invitees. Discard @eee
10. Find a time and date that everyone is |_15
available and select it.
12 ——| oone
12. Select Done.
) 4/26/2024 B from 9:00AM  ~ Alday @
13. For a Teams meeting, enable Teams
. 4/26/2024 (B 1w 11:30AM -
meeting.
Friday, April 26, 2024
14 Optiona”y, entel’ a description Of the Shcwwn‘rkhnursnn\y M 3AM  4AM  5AM  6AM 7AM  B8AM 9AM  10AM TIAM 12PM 1PM  2PM  3PI
event. o
15. Click Send. QLo @ soanvion a
© JomrFiardo ] M Ums
@  Add required invitee
@  Add optional invitee 0——1 O
11— @ 577 Main ConferenceR... ©
@ Addalocation
QBusy 7 Tentatve { OutofOffice [ Working Elsewhere  NolInformation Normal ~ Wide
Scheduling Assistant
Toolbar Options

(@ Event View - When creating an event, the default view is marked as busy, You can change the view for the following
as Free, Tentative, Working Elsewhere or Out of Office.

(@ Mark as Private - This will mark the event as private and anybody who has Access to your Calendar will see the event
marked as private and cannot view the Details of the event.

(® Attendee Options - You may allow certain actions done by the attendee. You can enable/disable the ability to Request
Responses, Allow New Time Proposals or Allow Forwarding. You can also Hide the attendees from seeing each other.

@ Scheduling Assistant - Click to open the Scheduling Assistant
(®) Attach File - Attach a file that pertains to the event. You may attach any file including graphics or PDFs.

New Event - Calendar - rgoo 1@hcsonline.com

@ Busy () Mark as Private  &§ Attendee Options [ Scheduling Assistant 2 Attach File

Free  Request Responses

Tentative v Allow New Time Proposals < B > Fri, Apr 26 2024
 Busy 1@hesonline  Ajow Forwarding

Working Elsewhere Hide Attendees ‘“Y o

Out of Office Outlook Guide Meting

80 Orville Drive
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Accepting/Declining Invitations

In response to an invitation for a calendar event, the recipient has the option to accept, accept tentatively, decline, or
propose a new time. By default, responding in any way sends a response to the organizer, but you have a choice of
adding comments or withholding a response. When the invitation is accepted, it is automatically added.

1. When you open a meeting request, you will see a window very similar to an email message with additional buttons:
Accept, Tentative, Decline and Propose New Time. You will also see a copy of your calendar on the right-side pane
to let you know if you have any schedule conflicts. You don’t have to act on a meeting request right away; however, if
you delete a meeting request, it will decline the meeting automatically.

Outlook Guide Meeting G Gv & & 2

@ Richard Goon <rgoon@hcsonline.com>
Required: ® Joan Work; & John Filardo
Today at 4:17PM

() Friday, April 26, 2024 at 9:00 AM - 11:30 AM.
577 Main Conference Room

RSVP to this event Email organizer 0

Optional message to organizer

@ Accept @ Tentative © Decline © Propose New Time v

—mw
. Outlook Guide Meeting
Go over Outlook Guide for content 577 Main Conference Room
Richard Goon

2. Whether you Accept or Decline the request. There are additional options with your response:
* Respond With Comments: a new window will open for you to type in your comments in the message body. Click
Send to send your response to the meeting organizer.

* Respond Without Comments: you will notify the meeting organizer that you are attending. The meeting request
window will close immediately.

* Do Not Send a Response: if you select this, the meeting organizer won’t know if you are attending or not. The
meeting request window will close immediately.

* When proposing a new time, you can choose Tentative and Propose New Time or Decline and Propose New Time.

3. After you respond to a meeting request, it will be moved from your Inbox to your Deleted Items folder.

Accept/Decline a Meeting Proposal

You’ve organized and sent a meeting request to a group of people. Someone replies back to you proposing a different time
for the meeting.

Accept a new meeting proposal
1. In your email Inbox, open the meeting request.
2. Do one of the following:
¢ Click Accept Proposal.
¢ To view all new meeting time proposals, or to go directly to the calendar to see free and busy times of all requested
attendees, click View All Proposals, and then update the meeting notice.
3. Click Send Update.

TIP: The people with the original invitation receive the updated meeting request.

Decline a new meeting proposal
When an invitee sends you a new meeting proposal and you don’t accept it, the invitee’s calendar shows a ‘tentative’ or
‘declined’ status for that time frame. By not accepting their proposal, the meeting remains set for the original time.
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Share Your Calendar

You can share your calendars in Outlook for Mac with family, friends, and co-workers. Permissions you can set range from
co-owner to view-only, and you can take away their permissions to see your calendar at any time.

Share a Calendar with Someone
1. Go to the Outlook Menu and select Settings.
2. Click Accounts.

3. Select an account and click Delegation and Sharing.
4. Click Add {+} (Fig. A).

) Accounts show Al Q

Accounts Show Al
Default Account .
. rgoon@hcsonline.com
e rgoon@hcsonlma... o
rgoon@hcsonline.com — D
rgoon@hcstechgr... Account description: rgoon@hcsonline.com |

My Delegates  Shared With Me
rgoon@hcstechgroup.com . .
Personal information

_ outlook

° Delegates who can act on my behalf:
rikgoon66@outiook.com

Full name: Richard Goon

E-mail address: rgoon@hcsonline.com

_ rgoon@rikgoon.com t\ Craig Cohen Calendar: Reviewer
~ rgoon@rikgoon.com
© oo
@ Keith Mitnick
i i @ John Filardo Calendar: Reviewer
D and Sharing
Security
. . Send my meeting-related messages to:  Delegate only
Directory Service
Free Up Space
Y= o~
Free Up Space
+v - O Fo A

5. In the Search field, enter a name.
6. Select the account and click Add (Fig. B).
7. From the menu for Calendar. Select a role (Fig. C):
e Reviewer: can only read your calendar.
¢ Author: Can read your calendar and create events on your behalf.
e Editor: Can read your calendar, create events on your behalf and edit your events.
NOTE: you may enable Delegates can see my private items to allow the delegate to see private items.

8. Click OK
f Add Delegate ) Add Delegate

Adam (<] @ Adam Karneboge
Adam Karneboge v
AdamKarneboge@hcsonline.com Inbox None

@ Adam Karneboge 5| Calendar Author (Can Read, Create Items) v
akarneboge@hcsonline.com
Adam Parmett None
parmett@apple.com Reviewer (Can Read Items)

L. Contact v Author (Can Read, Create Items)

Editor (Can Read, Create, Modify ltems)
Tasks U

)

=l Notes None

Delegates can see my private items

Cancel m Cancel m

Fig. B Fig. C
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People

People is where your personal contacts are stored and where you can view any address books that have been set up

for your organization.

Q searcl

— & New Contact

i

77 v rgoon@hcsonline.com
&% Contacts

&2 Contact Lists

+ &

> ) Ccategories

I

rgoon@hcstechgroup.com

outlook

rikgoon66@outlook.com

v

On My Computer

& o

Y6 AddtoFavorites () Categorize /7 Edit
Contacts o
Email

Mampamex parmett@apple.com

Adrianna

Aileen

Alan

Alan

Alexandra

Alexis

Ali

Alicia

Allstate St James snya1203@allstate.com

Allyson

Amanda

Andrea awittman@babyphat.com

©0000696006000000

Andreas andreas@

Angela

W Delete

& Email

Phone number

(516) 73

+1631

5161

(631)

63"

+1(347)

(631)

(845)

561¢

(631)

(631)

(917)

3 Meeting

(5 Chat

Category

¢ call

Title and company

Apple

Liveintent

Baby Phat

@ New Contact Allows you to create a new contact.

(@ Accounts Click to navigate to different accounts in People. Click Expand () to the left of the folder to expand or

collapse a folder.

® Toolbar The toolbar gives you quick access to frequent commands such as Add to Favorites, add a Category to a
contact, edit a contact or even delete a contact. Click Options (-+*) to customize the toolbar for People.

@ Show/Hide Task Pane Show or hides a mini calendar with your agenda for the day.

(® Sort You can sort your list by any of the fields that you use. For example, you can sort it by Company instead

of name.

(6 People List A list of contacts for the selected account. Double-click on a contact to view more details.

@ Quick Action tools Hover Next to a contact and it will bring up four quick actions. From left to right:

e Call the contact

e Email the contact

e Send a message though Microsoft Teams
e Create an event with an invite to the contact




Create a Contact
1. Click New Contact.
2. Enter the person’s name and information that you have, such

as job title, office, department, and company. Optionally,
select a category for the contact.

3. Click Save when finished.

Tip:

To add a photo for the contact, drag a photo from anywhere on
your computer onto the photo icon next to the contact’s name,
or double click on the photo area and select the file that you
would like to use.

Create a contact from an email message
. Open an email message

. Right-click on a contacts name or email address.
. From the menu, select Open Outlook contact (Fig. A).
. Click Add to Contacts (Fig. B).

o O W N =

. Click Save when finished.

Daria Mongelli <¢

To: @ Richard Goon

morning can you A
g YouR Schedule a meeting

ack on the server?
Open Outlook contact...

u! Have great night. Find emails from this contact Overview  Contact

Services > Contact Information

Copy & Addto Contacts Y Add to Favorites
Send mail daria@cre
Copy address & Send email

Microsoft Outlook for Mac User Guide

. John Appleseed - rgoon@hcsonline.com

% AddtoFavorites ) Categorize () MarkasPrivate -
Y John
LLLLLLLL
Appleseed
+ adaname
Email Addresses
-
Personal Email £  jappleseed@hcstechgroup.com
-
Phone Numbers
@ Mobile Phone % 631-555-1234
‘Work Information
& HCS Tech Group
2

. Enter additional Information such as company, phone number and address.

O categorize

() Mark as Private

daria@creativemediany.com - rgoon@hcsonline.com

B Email & Meeting

.com

(© Start chat

Fig. A Fig. B

Create a Contact Group

A contact group, also known as a distribution list, is a grouping of email addresses collected under one name. Messages

sent to groups go to all recipients listed in those groups.
1. Hover over New Contact and select New Contact List (Fig. C).
2. Enter a name for the new contact list.
3. Enter an email address.

4. Click Add.

5. After adding all the contacts you want into the contact group
list, click Save.

6. Confirm the List appears in the Contact Lists.

% Add to Favorites

@ = & NewContact

+ v [ New Contact List

HCS - NY
@ New Mail
=) Name
O Neween @ i cona
& Apple
& Beth Coh
Qo Q oo
Fig. C

=

° HCS NY « rgoon@hcsonline.com

HCS NY

Add members
) Enter email addresses [ Add ]

carla @
carlaval

@ Alistate St James (snyat203@alistate.com) o
snya1203@alstate.com v
s, Both @
betnm

Description

= Description
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To Do

You can create tasks to keep track of the things in your To Do list. You can set start dates, due dates, and reminders for
them. When you finish a task, you can mark it as complete by selecting the radio button next to the task. An overdue task
appears in the Tasks list in red type. You can also set tasks to recur. When you mark an occurrence of a recurring task

as complete, the next occurrence automatically appears on your list with a due date at the interval that you specified.
Recurring tasks appear in the Tasks list with the recurrence icon. The Tasks list also displays e-mail and contacts that are

flagged for follow up. 9 @ e

Q_search
e o P ,
e — B (A Tasks 88 Grid = List T sort [ Group O Pick up Dye for CT Scan *

w .

o My Day 6 = o cten 7
& +  Add atask

% Important 3

@ u _ O EmailClients - 4 Add to My Day

Planned 10 % My Day + B Due Tue,May7 @ + @ » OHCS-NY
(=) =

& Assigned to me () Pick up Dye for T Scan Tomorrow
@ Tomorrow + © Doctors 0:  Add to My Day

R Flagged email 7 © & @ Repeat
13 > Completed 133 emove importance

..—.‘)
| () Tasks 2 © Mark as completed
) | Doctors X Pick a category
L4 = Client Goals 6 6 Due today
2 Addfile
= Groceries , B8 Due tomorrow
4 Newlist @ @ Remove due date Add note
ew list o
i% Create new list from this task

i@ Move task to...

O Copytaskto..
O,
uj

Delete task

@D Created Today uj

@ Hide/Show Grouped Tasks List Click to hide/show grouped tasks.

(@ Smart Folder List List of pre-made Smart Folders. It includes: My Day, Important, Planned, Assigned to me, Flagged
email and Tasks.

® Group List Create your own group of tasks.
@ Group Name The name of the folder your are viewing.
(® Task List View View your tasks as a grid or as a list.

(® Sort and Group Sort your task by Importance, Due Date, Added to My Day, Alphabetically or Creation date. Click on
Group and it can organize the list by Category .

@ Add New Task Creates a new task.
Task Details Modify a task or add more data to the task.
(® Task Menu Right-click on a task to apply an action.

Tips
e Before going to the To Do Section, click on an account first, such as your Microsoft 365 Account.

e Microsoft released a separate app called Microsoft To Do for iOS, iPadOS and macOS. The data from Outlook for
Mac will sync with these separate apps.

e Click Share ( &2 ) to share a task with a team member. You may send it as an email or copy the link and share it
through A message service such as Microsoft Teams.
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Create a task
1. Click in the field marked “Add a Task”.

O |Add a task

2. Enter a title for the task.
3. Click the calendar to set a due date.
4. Click Add to save the task.

5
(O  Pay American Express Blue
y P 2
2
3 — @ Add |4
Due
is ﬁ
5 [ Due Mon, May 6 @ « [ « OHCS-NY
3 Today Tue
B3
£8 Tomorrow Wed
3 Next week Mon
Ce Pickadate

Edit a task
1. In the Tasks list, click the task that you want to edit.

2. To The right of the list, the details of the task appears. You may:

A. Change the name of the task. F. Set a Category for the task.
B. Add steps to the task. G. Attach a file to the task.

C. Add it to My Day H. Add a note.

D. Change the due date. I. Delete the task.

E. Set it to repeat of your choice of intervals. I.E. Monthly.

(A Tasks L = N 0O O Pay American Express Blue 7Y  @m— A
+  Add stej —
+ Addatask P B
() Pay American Express Blue N ©: Add to My Day C
@ Due Fri, May 24
-—
© Email Clients @ @ Due Fri, May 24 D
- My Day - [ Due Mon, May6 @ - (@ - O HCS-NY
@  Repeat — E
> Completed 133
() Picka category | F
2 Addfile ~— G
Add not
dd note H

GD Created Today _ I

Move a task to a folder
1. Select a task.

2. Right-click on the task and select Move task to.
3. Select one of the group list You have made.
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Copilot

Copilot is an Al (Artificial Intelligence) interface that lets you search for specific information, generate text such as emails
and summaries, and create images based on text prompts you write. Copilot in Outlook only supports work or school
accounts, and Microsoft accounts. NOTE: Any Microsoft account using an account from a third-party email provider,
such as a Gmail, Yahoo, or iCloud, can still use Outlook, but won’t have access to the Copilot features in Outlook.

> send -~ T Discard 2 AttachFile - €D
From: Joan Work (jwork@hcsonline.com) v R
To: | Cc Bec [3
Subject: Priority v
@)~ Helvetica 12 JAF B 7 U S Fv X X = iE oo

2 Draft with Copilot
% Coaching by Copilot

Joan’s Weekly Tidbit: Outlook [Toolbar Report button: You can report a
message as Junk, Phishing or Not Junk when you see it in Outlook. « Phishing
moves the message to Deleted ltems and marks it as phishing « Junk moves
the message to Junk Email » Microsoft gets the report when you pick either of
these options.

bz

Joan Work
Senior Syst Engi T ical Training Specialist, HCS
Technology Group

© (631) 981-1048 x109 ©
© hesonline.com © jwork@hcsonline.com
© 80 Orville Drive, Suite 100, Bohemia, NY 11716

Draft an email message with Copilot in Outlook

1. In Outlook, click New Mail.

2. To start a new message, click Copilot (()) from the formatting bar.

3. Select Draft with Copilot from Copilot menu.

4. In the Copilot box, enter your prompt. For example, “Thanks for your help. | look forward to seeing you next week!”
5. When finished, click Generate. Copilot will draft a message for you.

&)~ Helvetica 12 L Av B I U S PvX X = i oo

(&) Draft with Copilot X

Thanks for your help. | look forward to seeing you next week!

Joan’s Weekly Tidbit: Outlook Tip: Hover over your message to show Quick

34
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6. Review the message. If it's not quite what you want, choose Regenerate draft and Copilot will create a new version.

@)~ Helvetica 12 L Av B I U S ¥v X X ==

Thank you for your help. | really appreciate it. | am looking forward to seeing
you next week. Your assistance has been invaluable. Thanks again.

() Thanks for your help. I look forwar... () Al-generated content.. ¢

Anything you'd like to change?

v/ Keep It TiJ Discard

(:) Regenerate > Options

7. To change the tone and/or length of the output, select Options.:

8

e For Length, select Shorter or Longer.
e For Tone, select Direct, Formal, Casual, Make it a poem.

~

@)~ Aptos (Body) {12

<>

A&y B I U S ¥vXx X = oo0

| just wanted to take a moment to express my appreciation for your help. Your
assistance has been invaluable to me. | am eagerly anticipating our meeting
next week and the chance to work together. Thank you again for everything.

< 20f2 > () Thanks for your help. I lo...

@ Al-generated.. ¢ Q

Anything you'd like to change?

 Keep It W/ Discard All

(:) Regenerate >~ Options

Length

) shorter
& Longer
Tone

@ Direct
B Formal
& Casual

# Make it a poem

. To start over, select Discard All, then select Generate again.

9. When you’re satisfied, select Keep it.

Iﬁ] Discard (:) Regenerate 2 Options

10. Edit the draft as needed, and then select Send.
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Email coaching with Copilot in Outlook

With Copilot in Outlook, you can get helpful suggestions on how to adjust the tone, clarity, and reader sentiment before you
hit send.

1. In Outlook, click New Mail.

2. Compose your email message.

3. Click Copilot (()) from the formatting bar.

4. Choose Coaching by Copilot from the menu.

Subject: HCS Technology Group Weekly Check-In

@)~ Helvetica 12 T Av B I US YvxX X =EE=veEor 0 Qve By S B Dy

Kabout any technology goals you may wish to achieve this month. Please let us know so we can assist|

Betas for testing are now available for iOS 18, iPadOS 18, macOS 15, tvOS 18, watchOS 11, and visionOS 2.

MacOS 15 Sequoia will be compatible with

iMac 2019 and later

Mac Studio 2022

Mac Mini 2018 and later

Mac Pro 2019 and later

iMac Pro 2017 and later

MacBook Air 2020 and later

MacBook Pro 2018 and later

Your device reports this month will note any Macs that will not be able to run the new macOS.

5. Copilot will review your email and offer suggestions on improving:
e The Tone (Fig. A & Fig. B)
e Clarity (Fig. C & Fig. D)
e Reader Sentiment (Fig. E & Fig. F)

Tone

@) Coaching by Copilot

Promote proactive engagement
Tone P! 9ag

Promote proactive engagement The email sets a clear objective for the month and provides important compatibility information for software updates.
However, it could benefit from a more engaging tone to encourage active participation and excitement about the new
" oals and updates.

Reader Sentiment g P
Ensure clarity and support Suggestions
Clarity

Starting with an enthusiastic greeting like "Happy July! Let's embrace new technology goals this month." can set
Emphasize key information

a positive and proactive tone.

& Q@ Al-generated content may be incorrect () Regenerate

Hello,

As we start July, please think about any technology goals you may wish to achieve this month. Please let us know so we can assist you in achieving your goals.

Betas for testing are now available for iOS 18, iPadOS 18, macOS 15, tvOS 18, watchOS 11, and visionQOS 2.
MacOS 15 Seauoia will be ible with Fig. A

(&) Coaching by Copilot

a positive and proactive tone.
Tone
Promote proactive engagement
Use questions like "What tech aspirations do you have for July?" to invite recipients to actively think and respond
Reader Sentiment with their goals.
Ensure clarity and support

Clarity Phrase updates as opportunities, such as "Explore the new features in iOS 18 and let us know how it can
Emphasize key information enhance your workflow!"

A QO Algenerated content may be incorrect

C) Regenerate

Fig. B
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@ Coaching by Copilot

Tone
Promote proactive engagement

Reader Sentiment
Ensure clarity and support

Clarity
Emphasize key information

A QP O Al-generated content may be incorrect

Emphasize key information

The email contains valuable information about device compatibility and reporting, but it could highlight the most
important points more effectively to ensure they are not overlooked.

Suggestions

Use bullet points or numbered lists for the compatible devices to make them stand out and easier to reference.

Consider a separate paraaraph for Joan's Weeklv Tidbit to distinauish it from the rest of the content.

() Regenerate

Fig. C
(&) Coaching by Copilot ~
Tone Use bullet points or numbered lists for the compatible devices to make them stand out and easier to reference.
Promote proactive engagement
Reader Sentiment Consider a separate paragraph for Joan's Weekly Tidbit to distinguish it from the rest of the content.
Ensure clarity and support
Clarity Include a clear call-to-action at the end of the email, like "Please confirm receipt of these updates and ask any
Emphasize key information questions you may have."
('; Q (@ Al-generated content may be incorrect ( Regenerate )
/ Fig. D
Reader Sentiment
() Coaching by Copilot ~ X
Ensure clarity and support
Tone 4 PP
Promote proactive engagement The email aims to inform the reader about software compatibility and seeks to offer assistance, but it could do more to
make the reader feel supported and clear about their next steps.
Reader Sentiment Suggestions
Ensure clarity and support
Clarit Explicitly offer help by saying "We're here to help you igate these upd hly."
arity
Emphasize key information
Encouraae feedback with "Your thouahts are valuable - share vour exnerience with these betas!"
& Q@ @ Al-generated content may be incorrect () Regenerate
Fig. E
@) Coaching by Copilot ~ X
Tone Explicitly offer help by saying "We're here to help you igate these | hly."
Promote proactive engagement
Reader Sentiment Encourage feedback with "Your thoughts are valuable - share your experience with these betas!"
Ensure clarity and support
Clarity Clarify action items with "Remember to check your device reports for compatibility and reach out with
Emphasize key information any concerns!"
é Q@ @ Al-generated content may be incorrect (1) Regenerate X
Fig. F

6. If you like any or all of the suggestions, incorporate the feedback into the draft.

7. When you are satisfied, send your email.
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