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Your time Is precious

Automation can make your

Discover how
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Quick Steps are customisable actions that allow you to perform multiple tasks
with a single click.

Help streamline your workflow by automating frequent or repetitive actions you
take on your emails.

Increase Efficiency: Perform complex tasks quickly by combining multiple
actions into one step.

Save Time: Reduce the time spent on routine tasks like moving emails to folders,
replying, or forwarding.

Consistency: Ensure consistent handling of similar types of emails.

Simplify Workflows: Make it easier to manage your emails and tasks, g
if you often perform the same actions.
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Quick steps are like rules but applied manually per message. With them, you can take multiple
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Quick steps (one click action)

Quick steps

v ‘ Forward Elmarie ’

Choose an action

‘ Forward to ﬁi ‘ Elmarie Goosen <Elmarie@ClinicPurpose.onmi... X

R anoties acion ——

Optional

Customise your quick-step description ’

Choose a shortcut




Quick steps (one click action)
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Categories in Microsoft Outlook 365 are labels you can assign to emails, calendar
events, tasks, and contacts.
Organise and manage your items effectively. Categories are color-coded, making it

easy to visually distinguish different types of information.

Organise: Easily sort and group related items, such as emails related to a specific
project or client.

Prioritize: Quickly identify high-priority tasks or important meetings with color-coded
labels.

Search Efficiency: Filter and find items faster by searching for specific categasie

Productivity: Streamline your workflow by keeping your inbox organised.
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Categorising your emails and calgndar can help you organise and track messages and events related

Satires to a project, task or person. Y] an create new categories and assign them names and colours.
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Conditional formatting allows you to automatically change the appearance of your
emails, calendar events, tasks, and contacts based on specific criteria.

This feature helps highlight important items, making it easier to manage and
prioritize your communications and schedule.

Highlight Important Items: Automatically highlight emails from specific senders,
tasks with urgent deadlines, or events with high priority.

Improved Organisation: Differentiate between various types of emails or calendar
events using customised formatting rules.

Quick Identification: Quickly identify critical information at a glance, without
manually scanning through your inbox or calendar.

Enhanced Productivity: Save time and reduce the risk of missing impor
communications or appointments by visually prioritizing key items.
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Accounts
General
Email
Calendar

People

Layout

Compose and reply
Smart suggestions
Attachments

Rules

Conditional formatting
Sweep

Junk email

Conditional Formatting

Conditional formatting

Create conditional formatting rules to personalise the colour of your incoming email messages

within the message list. The rules will run in the order shown in the list below, starting with the one
at the top.

+ Create a new conditional formatting rule

You don't have any conditional formatting rules yet.
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Conditional formatting

v ‘ Microsoft

o Condition

‘ Select a condition

People

1 colour
From

My name is

I'm on the To or Cc line
I'm on the To line

I'm not on the To line
I'm on the Cc line

Subject

Conditional Formatting

Subject includes

Conditional formatting

v ‘ Microsoft

v Condition

‘ From

‘ ’ Microsoft Support <support@mail.support.micr... X

+ Add another condition

«~  Select the font colour

Choose colour
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Conditional formatt

Conditional formatting

v ‘ Microsoft

v Condition

‘ From

‘ ‘ Microsoft Support <support@mail.support.micr... X

+ Add another condition

«  Select the font colour

Choose colour

Select the font colour

0000000000000
000000000000

Preview
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Conditional Formatting result

Inbox 7 Q=
Microsoft Support

Case 2402060050000412 Your question was successfully submitted to Microsoft...  2024-02-06

Microsoft Support

Case 2402060050000412 Your question was successfully submitted to Microsoft...  2024-02-06

Trang N S

Copilot to my Microsoft plan - TrackinglD#2402050050000200 2024-02-06

QuanV &

RE: Copilot to my Microsoft plan - TrackinglD#2402050050000200 2024-02-06
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Email rules are automated actions that are applied to incoming or outgoing emails
based on specific criteria you set.

Rules can help you manage your inbox more effectively by organising, categorising, or
performing certain actions on your emails automatically.

Automate Organisation: Automatically sort emails into folders, apply categories, or flag
important messages, reducing manual sorting.

Enhance Productivity: Streamline your workflow by automatically processing routine
tasks, such as forwarding specific emails to a colleague or setting up notifications.

Reduce Clutter: Keep your inbox tidy by automatically deleting spam or moving less
important emails to designated folders.

Ensure Consistency: Apply consistent actions to similar types of emails, eng
important messages are always flagged or categorized correctly.
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Email Rules
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New Outlook Q

Rules

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 wiign the rule at the top.

-+ Add new rule

Q SharePoint Online

If the message was received from ‘SharePoint Online’,
move the message to folder 'Recordings’.

Rules

o t\lame your rule

2 Add a condition

‘ Select a condition : ‘

3 Add an action

‘ Select an action y ‘

Add an exception
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Rules

v DT & TAS Vodacom Project

v  Add a condition

From

Add another condition

v  Add an action

| \ e Coonen < . >

Email Rules

Categorise

’ ‘ ¢ DT & TAS Vodacom Project

A

Add another action

Add an exception

Stop processing more rules ()

Run rule now
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) D, R What is the total cost per customer
' & =
Analyze C te PDF  Create PDF and
Data and Share link Share via Outlook Analyze Data v X

Adobe Acrobat s

‘ ¢ what is the total cost per customer e ’

Device [ Show Formulas 5 Sum &7 Freeze Panes~ =

what is the total cost per customer

Here's our answer
Showing total '‘Cost’ by '‘Customer Name'.

X
'‘Cost’ by 'Customer Name'
Sum of Cost (Thousands)

Percentage of total 'Cost’ for each "Customer MNa...

19 Analyze Data

Ask a guestion about your data

Suggested questions

L]

)

How many different '‘Customer Name' are there?
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B
Copilot 365

PROMPT

Prepare a 10-slide PowerPoint presentation for 'Healthy Bites Cafe," a local
health-focused eatery. The presentation should demonstrate effective
marketing strategies to attract health-conscious customers and boost online
orders. The target audience is small restaurant owners who want to improve
their digital marketing efforts. The total presentation should be about 20

minutes, including time for questions.
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 Copilot v > M Copilot W ,
i 7  Copilot v X

| can chat, respond to questions, and help Frepare a 10-slide PowerPoint should be about 20 minutes,
Cafe,” a local health-focused

Here are some things you can try... -
Y ! eatery. The presentation should

Create a presentation about... demonstrate effective Okay, here you go. A 10-slide
marketing strategies to attract PowerPoint presentation for 'Healthy

&) Create presentation from file.. health-canscious customers Bites Cafe' has been generated. The
and boost online orders. The

. presentation demonstrates effective
Add a slide about... target audience is small

marketing strategies to attract health-
restaurant owners who want to

consclous customers and boost online

improve their digital marketin : )
= o = orders. It is designed for small restaurant

efforts. The total presentation h i thai
sl B AEREE A0 iR owners who want to improve their

sheludivg Sane Tor pusstior, digital marketing efforts and lasts about

20 minutes, including time for guestions.
Frepare 3 10-slide PowerPoint -
presentation for 'Healthy Bites Cafe.' a '
local health-focused eatery. The Still working on it...
presentation should demonstrate layout options to consider.

effective marketing strategies to attract - : ':'ﬂ?
B 5":|:-|:: generating Al-generated content may be incorrect CGJ

If you'd like, Designer also has other

E®B 2 >




des: 7 of the 10 requested

Presentation

Understanding
Your Target Market

i Ll f Vo el Pl

Website Design and
Optimization

Creating a Strong
Online Presence
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Microsoft Outlook 365

Emails: our life-line
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Outlook Q_ Search

P Home View Help
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o - Messages Layout Immersive re

Q View settings
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Smart suggestions Focused Inbox

o & Accounts _

I I Attachments Do you want Outlook to sort your email to help you focus on what matters most?
§3 General
Rules O Sort messages into Focused and Other
] Email

Conditional formatting

(\.}) Don't sort my messages
/A (alandar -
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Sat 08:12

Read Assistant
Readout Updates | Jun 1,.
Inbox
Read Assistant
Readout Updates | Jun 1, 2024 | read.ai
This week
Read Assistant

i] James Moeketsi Mpele: MS 365 customising on May 31, 2024 @ 1:00 PM |Read ...

Elmarie Goosen
RE: ESET security protection

No Reply - MS Event Notification

Thanks for coming to Improve your Meeting Workflow | Learn How to Use Microsoft'...

Read Assistant
i Mangonde: MS 365 - Session 1.on May 30, 2024 @ 3:30 PM | Read Meeting Rep...

No Reply - MS Event Notification
We're Sorry We Missed You

Read Assistant
i] Hanlie en Carolin - 29 Mei 2024 @ 18:00 on May 29, 2024 @ 6:00 PM | Read M...

Read Assistant
1] Elmarie - Copilot (session 1) on May 28, 2024 @ 4:00 PM | Read Meeting Report

Read Assistant
i] Elmarie - Copilot (session 1) on May 28, 2024 @ 12:58 PM | Read Meeting Report

Read Assistant
Weekly Kickoff | Mon, May 20th | read.ai

Read Assistant
1] Wisdom: MS 365 & Copilot 365 - Session 2 on May 27, 2024 @ 4:30 PM | Read ...

Fri 13:04

Fri 11:45

Fri 03:57

Thu 15:48

Thu 07:31

B %

Wed 05-29

Tue 05-28

Tue 05-28

Mon 05-27

Mon 05-27

v/ Show on the right

Show on the bottom

Hide

Readout Updates | Jun 1, 2024 | read.ai

. Some content in this message has been blocked because the sender isn't in your Safe senders list.

| trust content from executiveassistant@e.read.ai. | Show blocked content
Read Assistant<executiveassistant@e.read.ai> @ & % | Q| & -
To: @Carolin Botha Sat 2024-06-0108:12

|#_readout

Readout Updates

Jun 1, 2024

1 new Readout

« File Sharing and Collaboration
Outlook: The emails primarily revolve around sharing and accessing folders
and files related to training sessions, presentations, and supporting
documents. There are also automatic replies indicating




Qo = Q0 @

D X

Settings

Layout

) , Compose and repl
L Search settings l P Py

Smart suggestions
O Accounts

o Attachments
General
@3 Rules
| Email

Conditional formatting

— ' Inline vs Pop-out

Compose and reply

Pop-out settings

Choose what happens when you write, reply to, or forward a message.

@® Write inline
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Pop-out to a new window
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