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Customise Theme

1. Clickonthe'Settings’icon at the top right of the Outlook page
2. Click 'View all' for more selection of themes

3. (Click onthe theme you prefer. The theme you select will
automatically appear on your screen
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Dark Mode

1. Click onthe 'Settings'icon at the top right of the Outlook page

2. Turnondark mode to have a black background
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Outlook Board View

1. Click onthe‘Calendar'icon in the navigation pane
2. (Click'Month' at the top right of the Calendar page

3. Select'Board' from the dropdown
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By default, you will see four items: Calendar, Tasks, Note & Tips.
Drag them around and arrange them as you like

4., Foreachitem, click on the ‘More Options'icon for more settings
Type in your to-do list

Change the colour of notes if needed

Read tips for extra guidance

Select ‘Add to board’ to add more items

W O N O W

Click 'Show all’ for more selection
10. Clickonthe‘Zoom'icontozoominorout
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Schedule Emails to Send

1.
2.
3.
4,
5.
6.
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In your Outlook page, click ‘New message’ to compose your email

Click on the arrow on the 'Send’ button for more options

Select ‘'Send later’

Select the date to send the email

Set the time to send the email

Your email will be sent as scheduled
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Clean up your inbox by moving messages to
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Enable Teams Default Meeting

Click on the ‘Calendar’icon in the navigation pane
In the calendar page, click on‘Settings’icon

Click 'View all Outlook settings’

Click ‘Calendar’

Click ‘Events and Invitations’

Select ‘Add online meeting to all meetings’

Hit the ‘Save’ button
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Desktop notifications () @ )
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Customize settings for events you create.
= Events from email
Mail . . .
q Add online meeting to all meetings @
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| Calendar |

actions Default reminder

£ People l 15 minutes before -
Accounts

View quick settings
D Shorten duration for all events

Invitations from other people
Control how invitations, responses, and notifications are handled.

Delete invitations and responses that have been updated

D Delete notifications about forwarded events

Save | Discard |

Above and Beyond 6



OUTLOOK WEB TIPS & TRICKS

Outlook

£ Search

YTL Construction
YTL GROUP

N Meet Now
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& > Fri, September 24, 2021 ~
¢ | Add a title
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8 & Sindhwani Anurag X Optional
Suggested times Preferences 9 AM
Fri 9/24 Fri 9/24 Fri 9/24 10 AM

8:00 AM - 8:30 AM
° Available: Everyone

8:30 AM - 9:00 AM
e Available: Everyone

®  9/24/2021

9:00 AM - 9:30 AM
° Available: Everyone

Aldy @ ) ®&

800 AM Vv

9/24/2021

830AM v  Repeat: Never

9 Search for a room or location

Teams meeting e

8.
9.

10. Addyourinvite list

In your Calendar page, click on ‘New event’

Give a title to your meeting

11. "Teams meeting'is switched on by default
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Bold Calendar Meetings

Click on the ‘Settings'icon at the top right of the Outlook page
. Click View all Outlook settings’

Select ‘Calendar’

Select 'View'
Select ‘Bold’

. Save your selection

@ B 0 Settings | View |
L search settings Events and invitations
Settings X Meeting hours:
9 Weather
@ Cereid Start time | 8:00 AM v End time | 5:00 PM v
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Find Calendar Meeting Time

1.
2.
3.
4,
5.
6.
/.

Give your meeting a title
Add your invite list

Select the date and time

[

Gavorites

B L Inbox

@ B Sent Items
& Drafts
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@ New message

113

1

Outlook
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Calendar
A

SEPTEMBER 24-27, 2021
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@ 10 AM

Click on the ‘Calendar’icon in the navigation pane

Click ‘New event' to create a new meeting invite
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The date & time display the availability of your attendees

Click on the ‘Send’ button to send the meeting invitation
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Customise Outlook
Web Toolbar
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In your Outlook page, click on the ‘More options'icon at the top right

Select ‘Customize’ from the dropdown

Select the items you want on your toolbar.

To remove items from the toolbar, click ‘X’ next to the item selected

Save your selection
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[UPDATE] Memo: Facelift for Bo. 1:59 PM
Dear YTL Construction Colleagues, We wi..

YTL Monday Memo
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View this email in your browser Weekly a...
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n  Meet Now

Undo [ Flag

Memo: Camera Policy during Online N

z) Undo

® Junk

© Snooze

A Pin

Immersive reader

HR <hr.spytl@ytl.com>
Mon 9/20/2021 9:59 AM

To: Ai Lee Goh

MEMORANDUM

Camera Policy during Onlin

Dear YTL Construction Colleagues,

Sweep

Mark as unread
2 Ignore

[= Create rule

ﬂ] Print

Show in immersive reader

>

B2 Assign policy

Customize

We hope that you and your family members continue to stay safe and
enjoy good health during this period. In view of the COVID-19
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