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Outlook Rules

Rules vs. Quick Steps

* Rules happen when a message arrives
automatically.

e Quick steps require you to “run” it.

www.martinandassoc.com

Summer Lunch & Learn

Outlook Rules Advanced

Quick Steps

Outlook Automation

* Auto print all attachments, then file the email

e Automatically file emails in Public Folder or
other mailboxes

* Play some audio....

— Crowd cheering hwen someone RSVP’s for your event

— Darth Vadar theme song when someone emails you
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Filter your Inbox

Clutter

. . £ T\ New | Detote [ Avctive L

Outlook Mobile

e Windows Phone / Android / iPhone

v Tyt ¥ o [ peep— ™ -
Phil Toop Tracey Gould (Datacom Connec
FE Morth Weicome: MicTouolt Austraks - SMB Pyt

[Wise-Syrec] Paul Mached
Fia: Qusestion - adding & paysr

www.martinandassoc.com

Summer Lunch & Learn

Attaching Files

Enable Clutter
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New Item from ClipBoard

* Control-V to past from your clipboard directly
into a new item

— Email, Calendar, etc..
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VIP Desktop Notifications

Favorites Folder
[ ]

Quick access
to the folders
you use most
often

BCC a Meeting Invite
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Setting Appointments

- You can use
. [ QP e . o natural
e 0 e - language to

set the date
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* Thanks for coming today and | hope you
walked away with a little something that will
help you in Outlook....




