Outlook Overview

Quick Launcher
Access the Microsoft
suite of apps here.
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New message

Find whatever you need
Search all your mail boxes and
commands with a keyword or phrase.
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Add folders to your Inbox

Right-click to add and
organise folders. es
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Display what you need
Switch between the different
Outlook features like Mail,
Calendar, and People views.
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Your inbox, your way

Sort and filter messages, and
group messages by subject
in conversation view
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eeting at 10:30 AM

Transformation Team
<transformation@ytl.com>

Thu 30/8/2021 9:00 AM
To: spytl.allstaff@ytl.com
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We are Upgrading to Micrg

Reading Pane

Read the full email and
perform the actions you
want such as Reply, Reply All,
Forward and more.

In line with the Technology pillar of Transformation 2.0, we are officially
transitionina our email and online storaae platform from Gooale to



Calendar Overview B R YL

Display what you need Search your calendar Switch your point of view
Switch between the different Start typing in the Search box Select to see how busy your
Outlook features like Mail, to instantly find meetings, days, weeks and months are.
Calendar, and People views. appointments and commands.
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o 16 o s While looking at the current
& 20 20 2 23 4 25 2 day, week, or month, select
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4 5678 s |6 the Up or Down arrows to 9 10 " Create new items in place
switch the current view. Click anywhere to create
Add calendar . .— . .
Py a new meeting, appointment,
My calendars or other events.
u () calendar oo
13 14 15 16 17 18 19 —
@ O Birthdays Malaysia Day () W
(V] Malaysia holidays
V|eW Shared Calendars Nothing planned for the day
Focus on your own schedule or Enjoy!
*— display any additional Calendars that % 2 28

have been shared with you by other
people or Groups.
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Calendar Invitations

More invite options

Click on More Options in

the bottom right corner or
/" in the top right corner

to open the detailed options.

Calendar

® o |addatitle

K Invite required attendees

All day @

®©  11/08/2021

930 AM v

@ Search for a room or location

=  Add a description

Save

Quick create

Click anywhere to create

a new event with summarised
details and description.
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More options
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searchforarool Search your invitees' name Teams meeting @D

Remind me: 30 an online meeting room for
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Meeting on Teams
Toggle this option to create

to see their availability ®
and select best meeting time.

your invitees.
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Undo Send & Out of Office VTL Construction

Search Outlook settings
Start typing any settings
and instantly find Outlook
options and commands.

Settings Layout Compose and reply X
Undo send
d repl,
Settings Undo send [ S h “und d”i
Attachments earcn unao send In
. I /O s h Outlook setti I & General You can cancel an email message after you've selected Send. To cancel, select the Undo button that appears at the bottom of your
earch Outlook settings Rules screen. ;
= email Settings. Set 10 seconds to
& Sweep Messages can be cancelled for up to ten seconds. You can choose how long Outlook will wait to send your messages.
Theme Calendar . 3
- o cancel an email after you
. O Wa ] & People
| — W | Customise actions
b, "R . ; .
_— e A [ have selected Send.
— r q Sync email
)/ Outlook automatically shows a celebratory burst of colourful shapes in the reading pane when you open a message that includes
=
View all
Settings Layout Automatic replies X

Dark mode (O @)

Use automatic replies to let others know you're on holiday or aren't available to respond to email. You can set your replies to start -
Focused Inbox @ @ Attachments and end at a specific time. Otherwise, they'll continue until you turn them off. out of off|ce
&% General @l °
. Rules Automatic replies on . .
Desktop notifications (O @ = Email " "
Sesp [ send replies only during a time period Sea rCh automatic rep | 1es
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d—— Sync email " "
Full V=l Compact Message handling Send automatic replies inside your organisation Togg |e On a nd SEt you r
Conversation view (O ReEIEIng) M A B I UPZLASE@E-Hw92» ===o emal | messSa ge a nd the
Automatic replies .
(® Newest on top Add 2 message here period when you are out
Retention policies
O Newest on bottom f ﬁ . | bl
Groups OT OTTICe Oor unavallable.
Oort
Reading pane
@ Show on the right B send replies outside your organisation

D Send replies only to contacts
View all Outlook settings &3
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Search Outlook settings
Start typing any settings
and instantly find Outlook
options and commands.

> xR ? =1 0 Settings Layout Compose and reply X
Settings » EE S et st ° Personalised signature
tachments
& General Create a signature that will be automatically added to your email messages. Sea rCh "Sig natu r.eu
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Calendar SuEep e |n Settl ngS
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i Forwarding
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Dark mode D O fetenton palides [ Automatically include my signature on messages | forward or reply to sta nda rd sig nature tem plate'
Groups
Focused Inbox (O @)
Desktop notifications O @ it - — . Paste the signature,

Display density @ P—— banner, and the legal

Email signature

Attachments : : :
_ || ——— £ General Create a signature that will be automatically added to your email messages d ISCla Imer Iinto the text bOX
© m— — ) Rules .
[— = Email
Sweep S M A B I USZLAIEi=¢«2»n === - in Outlook.
Full Medium Compact Calendar

Junk email Warm Regards,

Conversation view (O £ People o
Customise actions i " . .

@® Neweston top View quick setings — Set to "automatically include
Sync email “I““

Newest on bottom : H "
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Ooff ‘
Forwarding
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Reading pane Automatic replies 197201000862 (12479-V)
A ically incl hat |
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[J Automatically include my signature on messages I forward or reply to

Groups

View all Outlook settings &3
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bit.ly/spytl-outlook-signature

\ Need More Hel p7 YTL Construction II!“JI

If you encounter problems after trying these features,
please contact the SUPPORT TEAM via these channels:;

_ Join the live
Email the Team Zoom helpline

Email Helpline: 365support@ytl.com Meeting ID: 8235779 2307
Password: 222588

Duration: 30th August to 2nd
September during work hours
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mailto: 365support@ytl.com
https://ytl-group.zoom.us/j/82357792307?pwd=WGgrOUU4UTVhL0pDRGl1REZGdW8rZz09#success



