[i Quick Start Guide: Outlook Desktop

Setting Up:

Step 1 - Open Outlook - Click on the Outlook Desktop Step 2 — Enter your email — Enter your email address in the
icon on your Desktop or if it does not appear here click provided field and click ‘Next’.
start and type ‘Outlook’.

Welcome to Outlook

Enter an email address to add your account.

[firstname.sumame@tudublinie |

Advanced options +

Step 3 — Enter your password — Enter your password and Step 4 — Allow Windows to remember your account — On
click ‘Next’. this screen click ‘Yes’.

x.

Enter password Use this account everywhere on your device

Emer the passward for firstname sumamedtudublinie Windows wil remember your account and make it easier 10 sign in 10 apps and

Webstes. ¥ou won't have to enter your password esch time you sccess your
organization's resources. You may need to allow them to manage certain settings on
your &

Allow my organization to manage my device

another account

Step 5 — Complete Setup — Click ‘Done’ and allow Step 6 — First Time Setup — On first time setup you will be
Outlook to complete setup by creating a local copy of asked to try the new focused inbox.
your mailbox. (This may take a minute or two).

ime.surname@TUDw... All Unread By D
blin Shared Mailbox e

You're all set!

Try the new Focused Inbox

Email you're likely to read appears under Th
Focused and the rest is moved to Other. Once
NIl vou turn on Focused Inbox, we'll stop maoving

We've added your account successfully. You now have access to your organization's
apps and services.

itemns to the Clutter folder.

T
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Ribbon: The Ribbon is where the
most commonly used tools will
be shown. Take note of the tabs
across the top of the ribbon
which have other tools and

ut

ies.

Search: This is your search tool.
Type what you want to search

Inbox - firstname.surname@tudublinie - Cutlook

Send / Receive Folder View Help A.U Tell me what you want to do

here. E—
_H_ _.|_n_. 5 Ignere x D “g ﬂh& W\h& El [0 moveto:? =g Manager ¥ Move~ =1 Unread/ Read & Browse Groups mMEn_._ People >uv mw_v [ -_
. . . \_ |VZ Izu # Clean Up~ i frelt - m_ a w 5 IVn _HU - |EJ Team Email +' Done 7 Rules - nn- Categorize = = Address Book Read Get Report
Folder Navigation: This is where et T | & - clete Archive | Reply Repy Fonerd o | Reply@Delete ¥ CresteNew || MioneNote [ FollowUp~ Y FikerEmal- | powd | Addins | Mesage~
<O_(_ 3m<mmm.ﬂm ﬁjﬂocm_‘d <OC_‘. MNew Delete Respond Quick Steps [F] Move Tags Groups Find Speech  Add-ins  Protection ~
Bm__—oox mjm—.mQ BNm_onmm <0C v 4 Favorites ¢ > Search Current Mailbox O | Current Mailbox = E2Reply E2Reply All £ Forward G5IM
h ill be h Inbox 1-Firstname.surname@TUDL... All Unread ByDate~v T Student User Firstname Surname Thu 11/07
ave access to will be here too. Inbox 1-TU Dublin Shared Mailbox = su Welcome to TU Dublin
4 Last Week 4
Sent ltems
Mailbox: This is where mail for Deleted ltems Student User
. \Welcome to T Dublin Thu 11707 | want to wish you a happy first day in TU Dublin. | wish you all the best. please see attached.
the cu :.mj.n_«\ selected Bm__UOVC Iwantto wish you a happy This email originated from TU Dublin. If you received this email in error, please delete it from your system. Please note

\.w —pp 4 Firstname.sumame@TUD...

. . that if you are not the named addressee, disclosing, copying, distributing or taking any action based on the contents of
folder or search will be listed. Inbox 1 Mw%nm”ﬁ_wwﬂmwzﬂﬂmn “Docu..  Thu 11707 this email or attachments is prohibited.
Unread items will show in bold. N_. Drafte » fers the document that Is 6 OT Baile Atha Cliath a thainig an riomhphost seo. Ma fuair tii an riomhphost seo tri earrid, scrios de do choras ¢ le
. Sent ltems el do thoil. Tabhair ar aird, mura t an seolai ainmnithe, go bhfuil dianchosc ar aon nochtadh, aon chéipeail, aon daileadh
Select the mailbox or folder on Deleted ltems no ar aon ghniomh a dhéanfar bunaithe ar an abhar ata sa riomhphost no sna hiatain seo.
the Navigation pane to change Archive
S\—JN.—H _m :m.ﬂmQ —.._m—.m > Conversation History ¢ N ﬂ
’ Junk Email
. . P Outby
Bottom Navigation: This is nhe
RSS Feeds
where you can navigate Search Folders
between Mail, Calendars, People b Groups
and Tasks.
. 4 TU Dublin Shared Mailbox
Status Bar: Here you will see you
connection status and last sync 5> @ g e
.E_‘jm. Iltems: 2 Unread: 1 All folders are up to date. Connected to: Microsoft Exchange =H_ @ - ! ] + 100%

Preview: This will preview the

content of the currently selected 6
email in the Mailbox. To pop out

mail you can double click on the

mail in the mailbox.
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