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Automate tasks in Microsoft 365



Your time is precious

Automation can make your life easier

Discover how Microsoft 365 

CAN HELP YOU

automate daily tasks
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Microsoft Outlook 365

Emails our life-line



Microsoft Outlook 365

Quick steps



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, especially 
if you often perform the same actions.



Quick steps 
(one click action)
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Quick steps (one click action)



Microsoft Outlook 365

Categories



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 categories.

Productivity: Streamline your workflow by keeping your inbox organised.
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Microsoft Outlook 365

Conditional formatting



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 important 
communications or appointments by visually prioritizing key items.



Conditional Formatting
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Conditional Formatting result



Microsoft Outlook 365

Rules



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, ensuring 
important messages are always flagged or categorized correctly.
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Microsoft Excel 365

Analyse data



What is the total cost per customer



Microsoft PowerPoint 365

Copilot 365



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.





Slides: 7 of the 10 requested



Microsoft Outlook 365

Setings



Microsoft Outlook 365

Emails: our life-line
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