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GLOSSARY

Web browser: this is just what you use to get onto the internet, such as Google Chrome, Internet
Explorer or Microsoft Edge.

Device: whatever you are using to access your work on — desktop PC, laptop or smartphone.

Cloud: in simple terms, the cloud is the internet. It's all of the things you can access
remotely over the Internet, such as data and programmes. When something is in the cloud,
it means it's stored on special internet computers (called ‘servers’) instead of solely on your
device.

Online/offline: whether you are connected to the internet or not.

Application: the different programmes within 0365 are called applications, e.g. Outlook,
Word, PowerPoint, Teams. Often shortened to App(s).

Icon: the ‘logos’ of the different applications (e.g. Word is a blue W, Excel is a green E,
OneDrive is a blue cloud) or web browsers (e.g. Chrome is a coloured circle)

Desktop apps: applications that are available on your laptop/computer by clicking onto the
icon. They may be on your bottom taskbar, or in your Start menu. You don’t have to be
online to see and access them.

Window: In computer terms, a window is an area on the screen that displays information
about a programme. You can have multiple windows open, displaying different websites,
documents and applications.

File Explorer: the ‘folder’ icon that displays along your bottom taskbar; the one you have
been using to find your documents, downloads, pictures and desktop.

GDPR: the General Data Protection Regulations. It was introduced to standardise data
protection law and give people in a digital world greater control over how their personal
information is used.

Ellipsis: the 3 dots you will find next to various names and commands. An ellipsis tends to be
used when there is not enough room to display all options.

Uploading: means data is being sent from your computer to the Internet. For example,
when you move a document from your desktop into your OneDrive, that is uploading
because you are moving it to the Cloud.

Downloading: means your computer is receiving data from the Internet. For example, if you
want a document from a website, you can download it to your desktop.

Windows Key: this is a bottom-left key on your keyboard with the Windows icon on it.

URL: short for Uniform Resource Locator, this is your web address. It shows the location of a
document or website on the internet, including your OneDrive.
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GETTING STARTED

To ensure you can view this guide in its correct layout, please either open it in the app (or
desktop app) OR select Viewing mode via the drop-down Editing box on your Word top
ribbon. If you view the guide in Editing mode, the formatting will be incorrect, which affects

the alignment of the document’s shapes, etc.

O Search (Alt + Q)

Word Outlook Online guide - Saved +

File Home Insert Layout References Review View Help | jEditing w |

| £Z Editing ~

f Editing
Make any changes

_Q'_"“ Rewviewing
Add comments and suggest changes

£ Viewing
- View the file, but make no changes

i | Open in Desktop App

Outlook can be used for calendar management, your email inbox and modern sharing
options (cloud via OneDrive). There are 5 sections to Outlook, all represented by icons in the
bottom left of your application: Emails, Calendar, People, Files and To Do. Depending on
space, some may not display and may be hidden in the ellipsis (the ...).

= = & Il 7 = &

Navigation and opening Outlook online:

Log onto Office.com https://www.office.com or choose it from your Barnardo’s OKTA
Dashboard screen https://login.barnardos.org.uk.

Work +
ror | — , 4
- AR [ ffi
=5 C 2 Qutiook 1] Office 365
Sel r ices ~ Outloo eb Office 365 lemo
010
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https://www.office.com/
https://login.barnardos.org.uk/

From your 0365 home page, you can open Outlook via the Outlook icon on the left of your
page.

- |
@
o
3
@

Right click onto Outlook icon and you will see 3 ways of opening the app:

@ | Pl

Cpen link in new tab

Cpen link in new window

Cpen link in incognito window

e New tab: opens as a tab along the top of your existing window. Some prefer this option
as it keeps everything in a row:

O Bernardos - My Applications X ﬂ Microsoft Office Home X o Myfiles - OneDrive X E Email - Maxine Craig - Qutlock X |

a Q # office.com/7auth=2&home=1

(Tip: You can use Ctrl + Page up/Page down to move easily between tabs on your
browser. This is useful if you have no mouse.)

e New window opens in a separate window to the rest of your opened systems. This is
useful if you want to be able to move them around or need to view two apps/systems
together, either via a dual screen set-up or using the ‘snap’ feature in Windows 10.
(Select the window you want to snap and press the Windows Key + left arrow or right
arrow to snap the window to the side of the screen where you want it to be. You can
also move it to a corner manually using a snapping motion)

(Tip: you can use Alt + Tab to move easily and quickly between the open windows. Keep
Alt pressed down and click on Tab each time you wish to move to the next window)

e You will rarely, if ever, use ‘incognito window.’ It is to do with hiding browsing history.
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Navigation tip: when you are in any Office 365 application, you can open another
application by using the 0365 App Launcher. This box of ‘dots’ appears in the top left corner
of all 0365 applications:

OneDrive

Note: If you click straight onto one of these app icons below, it will open the new app in
place of the one you are in. However, if you click onto the 3 dots, you can open the new app
in a new tab.

Apps

ﬁ Outlook ‘ COnelDrive
m Waord a Excel
I& PowerPoint m CneMote
Q SharePoint ﬁ Teams

All apps >

Screenshot/snip tip: if you need to grab a screenshot to put onto an email, you can use the
keys Windows + Shift + S to open a box that allows you to take a rectangular snip, a
freeform snip, a Window snip or a full screen snip.

C 0O O x

Choosing the freeform or rectangular snips allows you to ‘draw’ around the piece of work
you wish to snip. Then use Ctrl + V to paste it onto your chosen place.

Typing tip: If you hit the Caps Lock in error and continue to type in capitals without realising,
use the Shift + F3 keys to change your text back to lower case.

On the new laptop, you will need to press your Fn key first so it lights, then highlight the
text, press Shift+F3, and it will run through lower case, upper case or capitals on each word.
The Fn key is bottom left on your keyboard.
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EMAILS

- ==

NEW MESSAGE
Clicking on this opens a blank email draft ready for you to type into.

To and CC:

You can click on “To’ and ‘CC’ and use Add Recipients to find the person you wish to email or
copy in, or you can start typing a name into the To/ CC fields and the system gives you
suggestions.

B Send I Attach ~ Ti] Discard [

To | Bcc

Cc

Add a subject

Maxine Craig
Technology Trainer

g M A B I U 2 A @

BNl oo

i
i
I;Ir'l
i
ll
ll
Il
.
5

b I T4

Also, in the body of the email, if you type @ it brings up suggestions of people you may
want to send it to. Click on a chosen name and it auto-types them into To box.

{@Lissa lones

Using an ‘At Mention” also tags that person, allowing them to search their mailbox by
Mention filter.

Filter
~ Al
Unread
To me

Flagged

Mentions

Attachments
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BCC:

In the right-hand corner is BCC (which is ‘blind carbon copy’). Click on this to add another
recipient field that you can use when an email address should not be seen by others in the
email.

It is common practice to use the BCC field when emailing a very long list of recipients, or a
list of recipients who may not know each other. This is particularly important when sending
to people using their personal email addresses.

Tip: to send a message to multiple people when none of them know the other recipients,
you can send the message to yourself and put all the recipients in BCC field.

To
Cc

Bece

Commands:

Along the top of the email draft are some commands, most of which are found within the
ellipsis (3 dots) drop-down. These are send, attach, discard, save draft, insert signature,
show from, set permissions, set importance, show message options, switch to plain text,
check for accessibility issues.

B Send [l Attach ~ ] Discard

Save draft
To i

Insert signature

Show From
Cc

Set Parmissions >
Bcc Set importance >

) Show message options...
Add a subject
Switch to plain text

Check for accessibility issues

Send:
Click on Send once you are happy with your content and recipient list.

However, if you use the Send button at the bottom of the email, you can select a ‘Send
Later’ option, more of which on page 15.
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Attach:

To attach a file to an Outlook message, click on ‘Attach’ and it displays a drop-down box
giving you a choice to browse this computer, browse cloud locations or upload and share

|[ﬂj Attach ~ ] Discard
= Browse this computer —

[ Browse cloud locations
<> Upload and share
Suggested attachments
% Document.docx
Opened 1 minute ago

% Cnelrive and Cutlook web guide.docx

Openead 8 minutes ago

% Collaborating using Office 365.ppix

Openad 45 minutes ago

What do these each mean?

Browse this computer — allows you to attach a document straight from your

computer’s desktop. This will be a copy of the document, not the live document
itself.

‘ Upload and share — allows you to upload a document from your computer to
OneDrive and attaches it to your email from the cloud at the same time.

If you choose this option, your file explorer will open for you to select a document; click on
your document and press open.

A box will then open asking to upload as below to your OneDrive — if you don’t want the
document to go into the folder named (e.g. below is Attachments folder), click on ‘change

location’ and choose the correct folder. Then press ‘upload’
Upload to

- OneDrive - Barnardo's
Ea Attachments

Change location

rions
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Once done, use the drop-down box on your attachment to perform other actions, including
Manage Access. You can change your mind and attach it as a copy or remove it instead or
can download it or copy the link.

C% test Word Document.docx 7 " Preview
Anyone in my organisatio.. & |l| “. Manage access >| | Recipients can edit
@l Edit in Browser i) | Recipients can view
@l Editin Word desktop app (D | Anyone in my organisation can edit
I Attach as a copy Anyone in my organisation can view
@ Copy link Anyone can view
+ Download

< Remowve Attachment

The two ‘edit’ options will allow you to edit your document before you send your email, for
example, if you remember something you needed to change. Bear in mind that any changes
you make will update the existing copy of the document in OneDrive.

Browse cloud locations — allows you to share documents currently online. It will
open a list of your OneDrive documents. Click against the document you want to attach,
then it will display Next at the bottom of the page. Click on Next and you get a choice of
how to attach:

How do you want to share this file?

What is the difference?

Attach as a copy takes up space on your email because it attaches a physical copy to
it. This is a copy, NOT a live version so it’s important to remember that this means each
recipient gets their ‘own’ copy. Current Outlook limit for file size is 20mb.

‘ Share as a OneDrive link takes up no space on your email because it simply attaches
the link to your LIVE document. This way, your recipients can collaborate on it in real time.
The attachment size limit for OneDrive files is 2GB.
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To clarify, sharing as a link displays your attachment with a cloud icon —

% Collaborating using Office 36...

Anyrone in my organisation can edit
If you have chosen ‘share as a OneDrive link’, you can use the drop-down box to manage its

access before you send the email. Choose from recipients can edit, recipients can view,
anyone in my organisation can edit/view or anyone can view.

% Collaborating using Offic... s
Anyone in my organisation .. i

Prewview

Wiaxine Cra'lglManage access = | Recipients can edit

Technology T
Open in new tab Recipients can view
Download Anyone in my organisation can edit
Attach as a copy Anyone in my organisation can view
Copy link Anyone can view

For example, choose ‘recipients can edit’ and the permission under the document name will
amend itself:

% Collaborating using Offic...

|F?.E:':|E"ts can edit | i R

As you can see, you can also easily switch to ‘attach as a copy’ if you change your mind.

However, if you wish to insert a hyperlink to your document into the body of your email
instead, you need to use the ‘Insert Link’ function that appears in the lower taskbar on your
email draft.

nsert link (Ctri+K)

g W oA B I U 2 Al®

i
il
y
i
I
Il
Il
=

You will get a box asking how to attach:

™ Browse cloud locations
& Upload and share

@y Insert link (Ctrl+K)

Use ‘browse cloud location’ to find your document in OneDrive, click onto the document
and click on Next.

Outlook will automatically replace the URL (the long ‘http’ file path) with the name of the
file and the corresponding icon in the body of your email.

@ Word Online Guide.docx!
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Click onto the link now showing in your email (as with ‘test excel’ below) and you can select
some options:

Bstest excel.xlsx

| People in Barnardo's with this link can edit >

Open in new tab

Attach as a copy
Change to full URL
Edit hyperlink

Copy hink

Attach as a copy - switches it back to a physical attachment.

Change to full URL - you can switch from the document name back to full URL path should
you need it.

Edit Hyperlink - you can change the name of it or replace the link with a different one.

Where the example above reads ‘People in Barnardo’s with the link can edit’, you can click
on the arrow to amend access to your document link. These options are the same as your
OneDrive sharing protocols, except ‘Recipients of this message’ which only appears via an
email sharing route.

Link settings e
Who would you like this link to work for? Learm more
Anyone with the link
People in your organisation with the
link
Recipients of this message e
=

P

People with existing access

2

0
&
=

er settings

Adlow editing

og

(]

Discard: deletes your draft. If you have typed nothing into the draft email, it deletes it
immediately but if you have input a recipient’s name in the To field or typed something in
the email body, a box will appear to ask if you are sure you wish to discard. Click OK or
Cancel.

Save draft: allows you to save your draft email so you can go back to it later. Go into Draft
folder, click onto the email and continue to type what you need to finish it.

Insert signature: adds your auto signature if it is not already there.
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Show from: you can hide/unhide the From field which shows your email address.

Set permissions: you can set encryption or a ‘do not forward’ rule.

barnardos.org.uk - Confidential
barnardos.org.uk - Confidential View Only
Do Mot Forward

Encrypt

(for further encryption guidance, please click on here for the Microsoft 365, Email
Encryption — User Guide or go to Inside Barnardos/resources-and-guidance/our-it/software-

and-systems/encrypting-emails.)

Set importance - choose from High, Medium, or Low

Show message options: this is where you can set request a read receipt or delivery receipt or
encrypt the message or digitally sign the message.

Message options

Sensitivity

Mormal .

l:l Fequest a read receipt

l:l Request a delivery receipt

|:| Encrypt this message (S/MIME)

|:| Digitally sign this message (5/MIME)

Switch to plain text: this will remove all formatting, colours and online images from your
message or email trail.

Check for accessibility issues: this highlights potential accessibility problems and lists some
suggestions to improve.
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https://barnardosorguk-my.sharepoint.com/:w:/g/personal/daniel_ganji_barnardos_org_uk/ETldDmx_bYlHk7wU82fKfnUBgj4doRSfCgnKrfYIeJOJnA?e=cg31H3

Lower Taskbar:

Along the bottom of your draft email are two lines of 'commands’. The top is a set of actions
like those on Word, related to font (type, colour, size), format painter, bullets, numbering
and indents, alignment.

g NB I UZLA® E E 9 90 E = = - M T
Send |V Discard E @ ‘} Draft saved at 16:25

Along the second line, as seen above, are Send, Discard and Attach (the paperclip) plus the
ability to add pictures and emojis and Editor function (the pen icon) to check your grammar,
etc.

Within the ellipsis are the same options as are shown in the ellipsis at the top of your email
but via this bottom set you can also set a poll, arrange a Google Meet, and view/manage
your Outlook templates.

£ Poll
L Google Meet >

[3 My Templates

In addition, the Send button on the bottom taskbar has a ’send later’ feature.

Send later
Click onto the Send drop-down box and you can select ‘send later’

|

Send

Send later

which brings up a calendar and time at the bottom. Select your date and time, and the
message will go into your Draft folder with the scheduled delivery time/date in red:

[Draft]

- . | e am e
e e nma o oemmes e b e e e = B3
c & Sseale 1 driadilcud T STl U = Fn R e PR LT
=
#

As you can see, you can cancel the Send should you change your mind.
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Editor

B oo 0 = @ [2] s

Located in your lower taskbar, Editor helps you improve your writing in Outlook Online by
identifying words and phrases that might need more polish. Editor analyses text as you type
and makes suggestions when it finds misspellings and opportunities for improving.

When Editor is enabled, improved spelling and grammar suggestions will be automatically
available to you. Editor is there to help you, but it will not prevent you from continuing with
your document if you choose not to take its advice.

Microsoft Editor Settings X

Change how Editor corrects and suggests refinements for text
in this app

Text predictions (O

Proofing language

English (United Kingdom)

<

Corrections
> Spelling
> Grammar
Refinements
> Clarity
» Conciseness
> Formality
> Inclusiveness
> Punctuation Conventions

Reset to default

I 1

Cancel

You can set your own preferences to allow Editor to check your spelling, grammar, clarity,
conciseness, formality, inclusiveness and punctuation. Or you can switch any of these off.

Templates:
For replying to emails, you can make use of templates by creating a message you can use
repeatedly. Click on the ellipsis in the lower taskbar and choose My Templates.

There are already 3 available: I'll reply later, I’'m running late, and Lunch?

E'; My Templates =

'l reply later

Heading to a meeting. I'll get back to you soon.
I'm runmning late
I"'mn running late.

Lunch?

Do you want to meet for lunch this afternoon?

| () Template |
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You can create your own templates. Click on the + sign and input your template title and
input your message into the large box, then press Save. Your new template will now appear
in the list.

I:'} My Templates >

I'll reply later

Heading to a meeting. I'll get back to you soon.
I'm running late m =
I'nn running late.

Lunch?

Do you want to meet for lunch this afternoon?

test template
Just testing that the "add template’ works

(#) Template

You can edit or delete any of these templates, even the pre-loaded ones.

RECEIVING YOUR EMAILS

Once you click on the button against an email you have received, another line of commands
appears, including several inside the ellipsis as shown below. These are delete, archive, junk,
sweep, move to, categorise, snooze, undo, mark as unread, flag, pin, ignore, create rule,
print, show in immersive reader, assign policy.

| il Delete T Archive () Junk v <« Sweep B Moveto ~ <7 Categorise ¥ (9 Snooze v ! |
=1 Mark as unread
Favourites () Focused  Other Filter Thank you for using Microsoft Power Automate
M Flag
Inbox Microsoft Power Automate p Some content in this message has been blocked because the senderf P
how Bloacked content 57 Pin
Thank you for using Microsoft Po...  12:31 Show Blacked conten .
Sent ltems Get started quickly with our top tips and ... ) ) X _ . 5 Ignore
1] Microsoft Fower Automate <powerautomate@email2.micr
BN Tho 18/03/2021 1231 -
Drafts ~, Fiona Meyers; Raj Sharma ) N [ Create rule
\_') . Te: Maxine Craig
> 365 and Accessibility 10:48 _—
Deleted Items Great, thanks Raj. If you need any input ... i1 Print
Add favorite [0 Show in immersive reader T

O Cathy Diver
ssues with Exchange Online 10:03 [,:," - 53 Assign policy

Delete and Archive:

Choosing one of these will immediately move the email into the delete or archive folder; it
does not ask ‘are you sure’. If you move an email by accident, don’t panic- just go into the
‘delete’ or ‘archive’ folder, find the email you moved in error, and drag it back into the
inbox. For Archive, there is actually no difference in the retention period of emails either
within the Archive folder or Inbox (including subfolders); there is a default 2yr retention
period across all emails in a user’s mailbox.
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Junk: Moves an email into your Junk folder but also gives you an option to report the sender
to Microsoft.

Sweep:
This gives you options to move emails from a particular sender into another folder in one
‘sweep’

For messages from:

Microsoft Power Automate (powerautomate@emailZ.microsoft.com)

@ Mowe all messages from the Inbox folder

O Mowve all messages from the Inbox folder and any future messages

O Always keep the latest message and move the rest from the Inbox folder

O Always move messages older than 10 days from the Inbox folder

Mowve to: | [B] Deleted ltems e

It defaults to Deleted Items folder, but using the drop-down box allows you to choose which
folder. If you click onto ‘Move to a different folder’ it displays more of your Outlook folders.

Je)

|5E-an:h for a folder

£
=

| -

=

Inbox

Archive

meellngs

Deleted Items

New folder

Mowe to a different folder...

Move to:

You can choose where to move an email you have selected. If you select ‘Move all messages
from’, it displays the same options as Sweep as above.

51 Mowve to <7 Categorise

| 2 Bearch for a folder

Mowe to Other inbox

Abways mowve to Other inbox

= Archive

B meetings

] Deleted ltems

MNew folder
Mowe to a different folder...

Mowe all messages from...
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Categorise:

Categorising is a great way of organising your emails. You can categorise your emails and
calendar to help you organise and track messages and events related to a project, task or a
person. Create new categories and give them names and colours.

<J Categorise ~ () Snooze "~

SO Eearch for a category

¢ ¢ e

Blue category
Green categorny
Orange category
Red category
Yellow categorny
Mew categorny

Manage categories

If you need more, selecting ‘New Category’ allows you to see more colours and create more
categories.

Create new category -

Favoriting adds the category to your folder pane

Mame

| i\lamr_—“ your category

Colour

Cancel

i o &

You can keep track of all emails within your chosen category by inputting a Name, then
clicking on the ‘favourite’ star icon. Your folder will then appear in your Favourite folders on
the left reading pane of Outlook, and all emails you have chosen to have that category
name/colour will appear within that folder.
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For example, you can see below that there are two named categories — Eclipse is purple,

Test is pink. They both have the star icon chosen -

Create category

Blue category

Eclipse

Green category

Orange category

¢ ¢ ¢ 4@

Red category

Yellow category

So they appear amongst in your Outlook folders —

vy Fawvourites

. Inkox

= Sent Items

j Dirafts

ﬁi[ Deleted ltems
test

-+ Eclipse

BEEEEEEBEE
A D DD

When you go into each of those folders, the emails categorised as, for example Test, appear

there. These emails will also still appear in your inbox.

~  Favourites (&) Test ¥
£ Inbox 1 mm Cortana
= Your daily briefing
B Sent ltems Hi Maxine Craig, Have a great Thursday! Commitments a...
& Drafts Yesterday
]ﬁ[ Deleted Items 2 mm Cortana
= Your daily briefing
i i Maxine Craig, It's 2 new day! Prepare for today's meetl...
& Eclipse Hi M C I day! P i d
e Last month
szilimrEaniz mm Microsoft Power Automate
= Thank you for using Microsoft Power Automate
N~ Folders test | Get started quickly with our top tips and resources. ...
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Snooze:

Use Snooze function to move items out of your inbox until you're ready to deal with them
and stop your inbox from filling up with emails you don't need immediately. Once you have
selected an email, click the “Snooze” button to choose when you want the message to
reappear. You can snooze multiple emails at once.

(o) Snooze

Later today 17:00
This evening 18:00
Tomorrow Sat 08:00
This weekend Sat 10:00
MNext week Momn 08:00

Choose a date

When you snooze an email, it is removed temporarily from your inbox and taken to a special
folder known as Snoozed. If you snooze an email having multiple messages in a trail, all of
them are snoozed and taken to the new Snoozed folder. So, you end up snoozing a full
thread and not a single message.

Undo:

After you click the “Send” button, you have a few seconds to click the “Undo” button. This
stops Outlook from sending the email out. If you don't click the button, Outlook will send
the email out as usual. You can't undo sending an email if it's already sent.

Click Undo to retract the email, and you'll be brought back to your draft. If you don't click in
time, or if you click View message or click away from your email, you'll lose your chance to
unsend the email.

However, you do need to set the time yourself using the Settings section - select the cog
icon at top right, choose ‘view all settings’ and then select ‘compose and reply’:

Layout Compose and reply )

Compose and reply Undo send

Attachments You can cancel an email message after you've selected Send. To cancel, select the Undo button that appears at the bottom of your
screen,

Rules

Messages can be cancelled for up to ten seconds. You can choose how long Outlook will wait to send your messages.

Sweep —ee() 5

You're also unable to unsend an email if you've waited longer than 30 seconds.
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] Delete & Archive ) Junk ~ < Sweep 51 Moveto ~ < Categorise ~ (O Snooze

Within the ellipsis drop-down area on received emails, you have the following actions
available:

Mark as Unread/Read = you can select this to show multiple emails as unread or read.
Flag / Unflag = you can select this to flag or unflag multiple emails for attention.

Pin = selecting this keeps your email at the top of the inbox.

Print = you can print the email to PDF using this.

Assign policy = the default policy at Barnardo’s will be to retain emails for two years.

Create rule

You can set up a rule to move emails from certain recipients straight into another folder.

Create a rule

Always move messages from Sarah Odams to
this folder:

Select a folder ~

Cancel

If you click on More Options, you can Add a Condition(s) such as

My name is in ‘To’ line or ‘CC’ line.

Subject includes

Keywords (in subject line or body of email)
Marked with (Important, Sensitivity)
Received (before, after)

You can also click on ‘Add an exception’ to set an exception to any of your conditions.

Rules

o | For all messages from Cortana

" Add a condition

| From | ‘ B® Cortana X

Add another condition

3  Add an action

| Select an action

Add an exception

Stop processing more rules (D)

Outlook Online Guide V2 Jun 2021
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Show in immersive reader

Immersive Reader is an accessibility tool for reading emails. You can find it either from the
ellipsis area of an email you are reading and choosing View

!

Gy > . Open in new window View >

Translate i Share to Teams

|Sl1ow in immersive reader | il OneNote

Or by going into the ellipsis along the top command bar and choosing immersive reader
from that drop-down list.

i] Delete = Archive ) Junk ~ < Sweep 51 Moveto ~ <J Categorise ~ (O Snooze

If you choose this option, the email will open in immersive reader and you can:

Press the play button at the bottom and it reads the email for you (with a choice of
male or female voice and voice speed control)

O =

Choose Text Preferences for options for reading the text (size of font, spacing) or
changes to font or change the background colours

AA

Select Reading Preferences to choose the line focus (1, 2 or 3 lines highlighted at a
time) or to translate into another language by word or by document.

[0

Choose Grammar Options for it to help you to understand sentence structures. It
highlights nouns, verbs, adjectives and adverbs. You can switch any of these on/off.
This option also allows you to switch on syl-la-bles, which separates words into
syllables if you need this help.

=

To come out of Immersive Reader, just press the Esc key in top left of your keyboard.

Outlook Online Guide V2 Jun 2021 23



RECEIVING AN EMAIL WITH A SHARED DOCUMENT

If a document is shared with you, you get an email that says who has shared which file with
you. You can either click on the actual document name or the ‘open’ button to access the
document.

Just remember, this takes you to the live document, not a copy. That is fine if your colleague
has shared it for you to collaborate!

Ed== TTP_plan

i - = N
E3) This link will work for anyone in Barnardo's.

It also tells you here what the permissions settings are for the shared document; the
example above would work for anyone in Barnardo’s with the link.

Please don’t be nervous about opening and potentially working on someone else’s live
document. OneDrive has Version History built in, so if you accidentally type over something,
you or your colleague can revert to a previous version.

(see OneDrive Guide for further information on Inside Barnardos/Microsoft 365 Training
and Guidance page).

When you open this, the sender will be informed by email that you have done so. If you
make changes, the sender gets told this and can go into the document to look at your
comments or changes.

REPLYING TO EMAILS

When you need to send a reply to an email you have received, there are some commands in
the top right of the open email, including those in the ellipsis.

Repl
“ . S I Bl
Reply all
. Forward
Reply — reply to the email sender only
Other reply actions p

Reply all — reply to all recipients

Delete

Forward — send the email on to another person Mark as unread

Flag

Add to Safe senders
Security options p
Print

View p

Outlook Online Guide V2 Jun 2021 24
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Other reply actions: has the option ‘reply all by meeting” which brings up a calendar invite
for you to arrange a meeting for everyone involved in the email.

Reply all by meeting
Other reply actions

Reply by IM
Delete
Reply all by 1M

View: allows you to open in a new window, translate or use immersive reader options
straight from the email.

Open in new window
Print

Translate
View >

Show in immersive reader

View message details

Once you have chosen a reply option, you can treat the email as a new message, e.g. attach
documents, select to/CC/BCC, etc.

SETTINGS (Email screen)
There is a lot you can do with your Settings section. Look for the cog icon at the top right of
Outlook’s banner:

m - (o

Common functions

Some are displayed as soon as you click on Settings, including dark mode, focused inbox,
desktop notifications, display density, conversation view, reading pane.

Dark mode O Conversation view (i)

CHD)
Focused Inbox @ g
@)

Desktop naotifications @

@ Newest on top

O Newest on bottom
() off

Reading pane

Display density (i)
@ Show on the right

——— O Show on the bottom
» IE— —
— O Hide
Full Medium Compact

| View all Qutlook settings &
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Focused inbox

This sorts your inbox into Focused and Other, but you can switch this off using the toggle
button as seen above under Settings. The emails that are auto-delivered into the Other
folder tend to be from ‘non-people’ or sometimes to large groups, so emails generated by
Workplace, generic emails from Microsoft, etc.

It’s important to remember that Other is not the same as the Junk folder, it is just how
Outlook separates those emails that may be less immediately important to you.

Outlook ‘learns’ from your habits too so if you do move emails from the same sender from
Focused into Other, it learns that you want put those into Others and vice versa.

If you select an email in Other and click on Move To in the actions bar along the top, you can
make sure that emails from a particular source can always be delivered into Focused.

51 Moveto ~ < Categorise E] Moveto ~ <J Categorise
O Search for a folder 2 Search for a folder
Move to Focused inbox Move to Other inbox

Always move to Focused inbox

X/ R/
LXK 4

X3

S

K/
L X4

K/
X4

D)

Always move to Other inbox

Dark mode - allows you to switch from white background to black

Display density- choose how many messages are displayed in your list at one time
Conversation view - in an email trail you can choose newest reply at the top or the
bottom

Reading pane - a preview of the email to the right of your inbox, to the left or off
View all Outlook settings appears at the bottom of this initial list.

View all Outlook settings
This option opens a large range of settings available to you, including the following sections:

>

VV VYVVV YV VYV

Layout — choose how your emails display (including Focused Inbox on/off, reading
pane position)

Compose and reply — see below

Attachments — set sharing preferences (e.g. ask how | want to share attachments
every time)

Rules — set rules to tell Outlook how to handle incoming messages by subject,
sender, etc

Sweep - see Sweep section earlier in this guide

Junk - you can block a sender

Customise actions — see below

Message handling —choose to empty your Deleted folder whenever you sign out, set
options for ‘mark as read’ and ‘read receipts’

Forwarding — you can have your emails forwarded to another email account
Automatic replies — switch on your Out of Office message when you are absent from
work
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The most useful sections are:

Compose and reply:

You can turn on/off the text predictions which give suggestions when you are typing an
email or the suggested replies that appear at the bottom of your reply email. You can set
your ‘undo send’ time or set up your auto-signature.

Customise actions:
Quick actions: Choose which quick actions appear next to the sender’s name —e.g. if you
don’t ever use Pin, you can remove it

el =P ]

Message surface: Choose the actions that appear top right when you select an email to read.
For example, if you often use immersive reader, pin it to this set of symbols so it is easily

accessible.

4 © Reply I:\ “ Block

“ Reply all I:\ [ Assign policy

? Forward [ ] = createrule

I:\ Reply all by meeting I:\ =1 Print

I:\ il Delete [ ] % Translate

r\ =1 Mark as unread [4) Show in immersive reader

=

Show in immersive reader

W |= = >

Toolbar: Choose the actions you want to see along the bottom toolbar when you are
composing an email. This will remove it from the ellipsis drop-down options and display the
icon. For example, if you use Templates, pin it to your toolbar.

GJ Attach l:l A3 Switch to plain text

Insert pictures inline [% Check for accessibility issues

@ Insert emaojis and GIFs = Sensitivity
£Z Editor

Show formatting options

E save draft

& Encrypt
52 Show message options...
Poll

% Insert signature L Google Meet

0 My Templates
B Get Add-ins

Ed Show From

MM <<
%}
Oopooddn

I setimportance

@’ An A B I u g + My Templates - View and Manage Templates

2N (o] 8- = @ 2 4 [B
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* Qutlook

You can look easily at your calendar from this My Day icon and set any tasks you want to
keep track of.

Calendar To Do o >
March -
™ T w T F s <
22 23 24 2s & 27 28

Today = Fri. 26 Mar

Add a task due today

© send o365 invites out py
0945 Tech Transformation Daily ...
15 rmin Michael Fleet =
10:0:0 Retail Rollout Training Catc...
20 rmin Microsoft Teams Meeting

Click onto any meeting showing in this calendar pane and you can join straight from your
Outlook email screen:

® Retail Rollout Training
Catchup

2 Fri 26/03/2021 10:00 - 10:30

< Microsoft Teams Meeting

Calendar

If you click onto ‘New event’ at the bottom of My Day, sz
you can even set up a meeting without leaving your Calendar
email screen. e Add atitle

R Invite required attendees

As with any Outlook meeting set-up, you can switch G _16/06/2021

10:00AM v~ © 1030AM v

Alday (@ )

@ Search for a room or location

the appointment to become a Teams meeting.

[Tyl Teams meeting @

= Add a description
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You can click onto To Do and set or complete tasks (click on the button circled in red to
complete) . These tasks are then shown in your calendar pane.

Calendar To Do | s

Tasks -

i Add a task

O send o365 invites cut
= 26 Mar

> Show recently completed

What's New and Help _
The Help and What’s New icons give some good tips and further information on various -
actions, such as scheduling at a glance, making a meeting online, quickly access events and
tasks. Have a look at these to see if they can help you. The Help button includes a search
facility for when you need help with anything specific.
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CALENDAR

You can click onto the calendar along the bottom left of your Outlook screen (below your
folders)

=4

EH| & @0

Your calendar will then be displayed in whichever ‘view’ has been selected - usually a week.

View

In the top right corner you can amend this viewing choice by choosing the drop-down box:

= work week ~ &2

Day >
Work week

Weslk

Month

Split view

Save current view

Day: hover over the arrow next to Day and you can choose from 1 to 7 days to display.

Split view: allows you to view two calendars side by side. You can turn this on and off by

clicking.
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Share

= Hhody € 5 206Nach 21 v

Add

~
L]

¢

ﬁWorkwee
You can use this function to set calendar sharing permissions with colleagues:
Sharing and permissions >
Calendar
Send a shanng invitation in email. You can choose how much access to allow and change access
settings any time.
| Enter an email address or contact name |
Inside your organisation
@ People in my organisation Can view when I'm busy T |
MNot shared
Can view when I'm busy
Can view titles and locations
Can view all details
Can edit
Calendar
On the left pane, under your calendar, you can add other calendars, set UK holidays to
display on your calendar schedule, and see the calendar of any group you are part of.
Add calendar
My calendars
Calendar
United Kingdom holid...
Birthdays
Groups
BS-DT-TechnologyTran...
@ add personal calendars
EZ Edit my calendars
Click onto Add Calendar and you get your options. Create blank calendar
2% Add from directory
&3 Subscribe from web
= Upload from file
=== Holidays
&% Sports
[ T
Outlook Online Guide V2 Jun 2021
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Personal calendars:
You can add your own calendar to keep them in one place.

Add personal calendars b

To manage all your calendars in one place, connect your personal accounts with your work account. Details of personal events, like title or location. won't be shown
to other people.

Select your personal account

Cutlock.com, Hotmail, Live, ~
m MSN H a Google

Edit calendar: allows you to rename or customise any of your calendars using colours and
charms. You can also share your calendar this way, which brings up the same box as the
Share icon.

Blank calendar: you can create a blank calendar that will not be visible to others.
Add from Directory:

Allows you to select colleagues’ calendars to add to a calendar folder —

Add to

People's calendars S

My calendars
Other calendars

People's calendars

Note that Other Calendars and People’s Calendars will only appear as a calendar group once
you have a specific calendar added to that group.
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New Event

5] Today & =  05-09 April, 2021

To create a new appointment or meeting, click on the New Event button which will bring up
an event box:

Save [§] Discard [F Scheduling Assistant Busy ~ <7 Categorise ~ [&] Response options
Calendar & = Fri, March 26, 2021 ~
¢ |add a title
14
,Q Invite attendees Opticnal
15
©  26/03/2021 17:00 ~ to  17:30 ~ @ Al day@

Q

Repeat: Never ~~°

5 17
Search for a room or location Teams meeting @

Remind me: 15 minutes before ~~ 18

@

o}

Add a description or attach documents

20

- =@ % 2 B

21

Creating an appointment:
If you do not use the ‘invite attendees’ option, this will remain an appointment sitting in
your calendar to remind you of a task or an appointment you have to attend.

However, you can easily change an appointment into a meeting. Click onto the appointment
and select Edit. Add your attendees and choose Teams meeting if that is how you wish to
meet. It will now be a meeting in your calendar.

There are some commands along the top of your open event window.

| Save [8] Discard [# Scheduling Assistant Busy ~~ {J Categorise v =] Response options v

~ Request responses
' -
Calendar ~ Allow forwarding

Hide attendee list

e Add a title
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For appointments within your own calendar only, the main one will be Busy with which you
can set yourself as free, busy, away, etc, and possibly Categorise. You can also make your
appointment private so it will not show anyone else the name or details of the event. The
other commands are relevant to Meetings and will be explained in that section of the guide.

Busy <7 Categori
Show as
0 Free

E Working elsewhere

W

Tentative

~ B Busy

Wil

Awway

= Private

Categorise

As with emails, you can set categories for your meetings; for example, if you work across
multiple teams and like to see which event is with which team, use categories to change the
display colour in your calendar. Please refer back to the Categories part of the Emails
section for further information.

<7 cCategorise ] C

o IS.earch for a category

# EBlue category
i & Children's Services
< Eclipse
L P Orange category
¥ Red category
Test
Mew category

f Manage categories
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Creating meetings

Outlook

m 5] Today & =  05-09 April, 2021

Clicking on the New Event button will bring up the same creation box as with appointments,
but for meetings you should invite attendees.

Save [i] Discard [F Scheduling Assistant Busy ~ < Categorise ~ [Z] Response options

Calendar & > Fri, March 26, 2021 Vv

e |Add a title

Q Invite attendees Opticnal

@©  26/03/2021 17:00 ~ to 1720 v @ Aldy @ )

Q

Repeat: Never ~/

. . 17
Search for a room or location Teams meeting @ |
L

75 Remind me: 15 minutes before ~~ 18

D

Add a description or attach documents 19

20

- 2@ o 23

21

Note that you can also use a ‘quick compose’ approach and simply click onto a free time in
your calendar, which will then bring up a small box for you to create an event or meeting -
as below. Clicking onto More Options produces the larger event box shown above.

Calendar .

L Add a title All day (@)
,Q., Inwvite required attendeses

) 14/04/2021 A4:00 PM ~  to A4:30 PM ~
= Search for a room or location

Add a description

+» Name your meeting by adding a title
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% Invite your attendees - if you have people who are not mandatory, click onto Optional
and in will divide your attendee field into Required and Optional.

» Remember to set your date and time — the open event will default automatically to
current date and time, and it is easy to forget to amend this.

% Choose Repeat if required — Custom lets you choose a more complicated option, e.g. if
your meeting needs to be on Wednesdays and Thursdays every week.

X/
X4

X/
*

MNewver
| Ewery day
Every week
- Ewery month
Ewvery year

Custom

%+ Either search for a room or turn this into a Teams meeting by switching the Teams
button. Making it a Teams meeting will insert a meeting link automatically into the
invitation, you do not have to search manually for the link.

¢+ Remind me — you can set a reminder for your meeting, ranging from at the time of the
event through to a week before, including 5 minutes, 15 minutes, 1 hour, 1 day before.
Or you can set up an email reminder for Outlook to email you at a chosen period before
your meeting.

+» Don’t forget to add a description of the meeting to let your attendees know what the
agenda will be, etc. Add documents that are relevant to your meeting using the same
approach as with email attachments.

N & @ b &

Attach from
Ll Browse this computer
™ Browse cloud locations

&  Upload and share

Response options

Save [8] Discard [F Scheduling Assistant Busy ~ <7 Categorise ~ 5] Response options
~ Request responses

Calendar ~  Allow forwarding <

Hide attendee list

e Add a title

Use your response options to set whether you want people to reply with decline/ accept or
allow the meeting invite to be forwarded. For example, if you arrange a meeting that is
optional (such as a drop-in session) you may want to turn off Request Responses.
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Scheduling Assistant

Save [m] Discard [ # Scheduling Assistant

This function allows you as Organiser to keep track of attendees you have invited and add
more.

" Required attendees

‘ Maxine Craig

& Add required attendee
" Optional attendees
& Add optional attendee
" Rooms

(= Add a room

SETTINGS (on Calendar screen)
There is a lot you can do with your Settings section. Look for the cog icon at the top right of
Outlook’s banner:

m - (uiok

Common functions
Some are displayed as soon as you click on Settings, including:

Dark mode — allows you to switch from white background to black

Desktop notifications — switch your desktop notifications on or off

Bold event colours — shows the calendar meetings in bold colours or muted colours

Date format — changes format of dates. Choose YYYY-MM-DD, DD/MM/YYYY,

D/M/YY, DD/MM/YY, or D.M. YY

e Time format — changes the time format in calendar and meetings, e.g. between 24-
hour clock and AM/PM

e First day of the week — lets you allocate the first day of your week.

View all Outlook settings
This option opens a range of settings available to you, including the following sections:

e View —for calendar appearance, setting the parameters within which you can have
meetings, showing hours in your calendar in 15- or 30-minute increments.
Events and invitations — see below
Weather — switch the small weather icons on or off (they show on your calendar
date for each day)

e Events from email — you can set up auto-adding of events or reservations from your
email to your calendar, using the settings on this option to stop Outlook adding
certain events.
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e Shared calendars — share a calendar this way, or publish a calendar by sharing the
link so people can view when you are busy or titles and locations or view all details

e Customise actions — choose add-ins for meetings you are creating (OneNote, Google,
My Templates)

e Accounts — lets you connect personal calendars to your work account.

Events and Invitations

Allows you to amend your default reminder for upcoming events or set the system to
automatically make all of your meetings online (via Teams or Skype only). It also allows you
to set up an auto-feature that ends your meetings early or start them late, both options by
5-15 minutes depending on whether your meeting is less than or more than one hour long.

Events you create

Customise settings for events you create.
D Add online meeting to all meetings ©

Default reminder

‘ 15 minutes before

Shorten duration for all events

‘ End events early

Less than one hour:

5 minutes

One hour or longer:

‘ 10 minutes
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FILES
At the bottom of Outlook is a Files option — the paperclip.

=

o

U

<

Clicking onto this will give you a list of all attachments that have either been sent to you via

email or that you have sent out via email.

BEmmEmEE o

File name

OneDrive online guide.docx

M365 Teams - Guest Guidance.docx

M365 Teams -setting up a meeting using BC.. &

Teams tips and tricks.pptx

Setting up your new Windows laptop (002) - v1_6 ..

&

&

Sent by

Maxine Craig

Maxine Craig

Maxine Craig

Maxine Craig

Lissa Jones

Subject | v

RE: Onedrive guide

0365 quides for Teams

0365 guides for Teams

(0365 quides for Teams

RE: New Custom Image

Received d...

15/03/2021

17/03/2021

17/03/2021

17/03/2021

09/03/2021

Folder

Sent ltems

Sent ltems

Sent ltems

Sent Items

Inbox

You can split it into Inbox, Sent, etc, by selecting the relevant folder from the list of the left
of the screen:

P

B OV %

All attachments

Photos

Files

Folders

Inbox

Drafts

Sent ltems

Deleted ltems

Settings (on Files screen)

Language and time — change language, date and time formats

Appearance — choose a theme for your account or switch to dark mode
Notifications — see below

Categories — as with emails and events, use this to allocate a category colour and

name.

Accessibility — see below
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e Mobile devices — shows which mobile devices are synchronising with your mailbox

e Distribution groups — shows which groups you belong to or own

e Storage —tells you the storage total of your Outlook mailbox, how much space you
have left and allows you to empty folders with time constraints (e.g. empty Deleted
folder of all emails 3 months or older.

e Privacy and data — delete or export your search history, choose how to load images

e Search —set your Outlook folder search parameters (include deleted items, show top

results)

Notifications
You can turn on/off some notifications for messaging and whether an action with a message

is successful.

In-app notifications

When Outlook is open: Action confirmations

Motify me when a new message arrives

Play a sound when a message arrives When | move, delete, or archive a message:

el Motify me when | receive a reminder - .
] 4 Confirm that the action was successful
Play a sound when | receive a reminder

Accessibility
Let your colleagues know that you would like accessible content in your emails by clicking

on the accessibility box:

Accessible content

You can let senders know that you prefer accessible content by selecting the tick box below. People whe send you emails will be
reminded to make their messages accessible and can get information about how to do so.

| | Ask senders to send content that's accesszible
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TO DO

This takes you to your To Do screen, showing any tasks you have set up for yourself.

Tasks

My Day + Add a task

¢ Important
Completed

1 Planned

e O YTt et

0

Assigned to you &) e e F

R Flagged email o

memr e e Tate o1

> Tasks

My Day
Sets up your day for tasks - you can either add a new task from this screen or move a pre-set
task from Suggestions into the main list.

My Day lsen  §f Suggestons  Suggestions

Later

ol Diralivivg Ui bo Eosrs
i Orlireon quice 1o oo

send Outlosk guide

If you click on the name of a task, it brings up a pane on the right allowing you to make
further changes. If you want to complete the task, click onto the button in front of the title:

o | send Outlook guide g

Add step

Added to My Day

As you can see, you can add a step into your task, set a reminder, change the due date, set
up a repeat task, allocate a category (as with the categories in Email and Calendar sections)
or add afile.
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Tasks
Tasks will display all of your tasks, both live and completed.

Flagged Emails

You can create tasks from any emails that you have flagged. Click onto this option and a
message will ask you if you want to create these or skip. Click onto Create, and emails
flagged in the past 30 days and from this point will be highlighted in this list.

Flagged email

Flagged today

Training and Surgeries
M essages

2 ey S
If you click onto the task name (NOT on the button on the left!) there will also be a pane
opening on the right with a preview of the email. You can then set commands like add steps,
reminders, due date, repeat, categories and can also open the email in Outlook instead of
switching back to your email screen.

test doc

Ferhaps best wait until a féw more are domnel

At any point, you can right click onto the task and perform some commands as following:

Add to My Day
Mark as important

Mark as completed

] Due today

5] Due tomorrow

Create new list from this task
= Move task to...

™
a1l

Copy task to...

ask
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Assigned to you:

This section links with Office365 Planner — you can request that any tasks assigned to you in
Planner by a colleague will appear here, thus keeping all of your tasks under the To Do
option.

If you want this link, make sure Assigned to You is turned on:

Click on Settings from within the To Do screen, click on To Do settings,

Settings

Outlook
To Do Settings

Scroll down to Smart Lists and switch Assigned to You to on and scroll to Connected Apps to
turn Planner on.

Smart lists

Connected apps

Important
- o

Planner
Planned m On
@ on

Tasks assigned to you
Al
® ) Off

Completed
® ) Off

Assigned to you

@ on

Your assigned tasks now show in this Assigned to You list.

Assigned to you

Office move plannis
My Day ffice move planning

anaitant
Impoetant Furniture Rental for Launch Event
Planned 9

Book your own flights
g =) 4 Y

Assigned to you 8 £y B Over
Flagged email ! Project Team Formed

Tacks 2

You can click onto a task and edit it, adding steps or notes, add it to My Day list or set a due
date.

Outlook Online Guide V2 Jun 2021 43



PEOPLE

You can use the People page to create, view and edit contacts, contacts lists and groups.
Select the People icon at bottom left of Qutl—"
= e W <&

You will see a list down the left side:

e Favourites: shows everyone you’ve added to this list

e Your contacts: shows all saved contacts and contact lists in all folders

e Your contact lists: shows all contacts lists in all folders

e Folders: you can create your own folders

e Groups: Member shows the groups you are a member of; Owner shows the groups
where you are the owner

The toolbar at the top of the page provides commands for creating and modifying your lists

2, Add members £ Add to favourites = Invite others [ Leave group £ Follow
The middle pane shows favourites, contact list, groups depending on what you selected in
the navigation pane.

Member Recent Actiwvity

BE5-DT-TechnologyTransformation
Private group - 11 members

The right pane shows details about the contact/group that is selected in middle pane. For
example, a group contact:

BS-DT-TechnologyTransformation

Private group - 13 members

=1 send email (@ ) Follow in inbox

About Members Email Files

About this group & Invite others

Description

Digital & Technolegy Technology Transformation Team

Emai
bs-dt-technologytransformation@groups.barnardos.org.uk

Group members
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You can invite others to join a group, send an email to a group, view who the members are,
see any emails already exchanged between a group, or view any files shared by the group.

For a single contact from Your Contacts, you can send an email, start a chat, view files you
have shared, view emails between you, view organisational structure, and view their contact
details:

‘6 = Send email [1 Start chat

Contact About Organisation Files Email Linkedln

New Contact:
You can create a new contact by clicking onto the New Contact button at top left:

A box appears for you to complete details like name, contact info and notes. If you want to
add more information such as address, click on Add More. Click Create to save this new
contact.

First marme

Surmnarme

Contact information

Email address

Dewice numlber

Work

Company

NMotes

Add notes

Discard —1— Add more -

]
u
)
i

f
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Create new contact list:

A contact list is a collection of email addresses, useful for sending email to a group of
people. Contact lists are sometimes referred to as distribution lists.

Click the New Contact drop-down arrow:

Mew contact

Mew contact list

Name your list and start to add the contact names you need to be in your list. Click Create

when done.

New contact list

Create a list of email addresses to
send email to many people at a time.

Mote: The email addrasses in a
contact list are not connected to your
saved contacts.

Contact list name

Add email addresses

Description

Add a description

o

To add or remove names from your contact list, click on Your Contact list folder on the left

pane and select Edit.

Settings (in People screen)

You can choose a colour theme, switch to dark mode or can switch the display from First Name

or Surname displayed first.

)

Dark mode (i)

Display contacts by (1)

@ First name
O Surname
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