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Introduction
This guide is designed to help you manage your Outlook inbox more confidently using tools that are already available in Outlook on the

web. You do not need to use every feature straight away. Start with one or two options that solve a real problem for you, such as keeping
important messages visible, turning emails into tasks, or moving regular updates out of your main inbox.

How to access Outlook on the Web

application should look similar to this.

To access Outlook on the Web, you will need to open a web Once signed in, your Outlook
@ browser such as Microsoft Edge. You can open Edge by selecting

the Start button at the bottom of the screen and typing “Edge”

into the Search bar. O

address into the address bar at the top of the screen and press

Enter: https://outlook.office.com/mail/

@ When you open Microsoft Edge, enter the following web

@ You may then be prompted to sign in using your M365
credentials.



https://outlook.office.com/mail/
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Using My Day

Before using My Day, it helps to understand where it fits. Outlook on the web is mainly used for email and calendar work. My Day is a side panel
that lets you quickly check your calendar and tasks without leaving your inbox, so you can stay focused while still seeing what needs your attention.

What My Day IS - Select the My Day icon to
open the My Day side panel.

My Day consolidates calendar commitments and task management into a o a Yk G ”
single side panel, enabling users to maintain productivity in Outlook while
staying informed about upcoming priorities. The My Day panel provides August 3

Change between
two primary tabs: Calendar and To Do. MoT oW T F s s Calendar and To Do.
27 28 29 30 31 1 2
. . . 3 4 5 6 7 8 9
View upcoming meetings 0 ooz @ e s e
17 18 19 20 21 22 23
@ Select the My Day icon at the top of Outlook on the Web. ©o# 25 2% 27 8 229 30
31 1 2 3 4 5 6
@ Choose the Calendar tab to view upcoming events for the selected Today « Thu, 13 Aug A
date. ®
@ Select an event to view more details or open the full event when = Bkl O Rl Escems ek,
required.
. . . . : hari ff in...
() Use the view options to switch between agenda and day view where b
avallable. & Mateo Adeyemi

‘ E% Prepare for this meeting ‘

Join meetings without switching into Teams |

Chat with participants ‘

Users can join a Teams meeting directly from the Calendar view in My
Day. This reduces the need to change from Mail into the Teams calendar. et

09:00 Daily Team Catch up

30min  Microsoft Teams Meeting @

Use My Day with tasks and Calendar

Mon, 17 Aug
You can create a task due for the current day in the Calendar tab, simply | gin: Daymsmcacis B
by clicking ‘Add a task due today’, typing in the title and pressing enter. N -+ Newevent
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Working with Microsoft To Do

Microsoft To Do works within Outlook and helps you stay organised
and focused. Whether you are managing personal tasks or work
projects, To-Do allows you to create tasks, set reminders and prioritise

what matters most to you.

In Outlook on the Web, tasks can be managed through My Day by
selecting the To Do tab. This can help you as you may need to manage
both tasks and your calendar in one place.

Once created, you can then adjust task settings including:

© Set Due Dates
© Mark as Important
© Set Reminders

© Block time in your calendar
to work on that task

Right click on the task

to adjust settings.

Morning Dis...
eeting
J Calendar To Do &3 X
. —_
S
Copilot Tasks v
+ Add a task
Create evaluation forms for
\_/) Project X
X = 18R Add to My Day
Mark as important

3/2026 13:19 Mark as completed

Edit title

oBIock time

Set reminder

Edit due date

Remove due date

Move item in list

Move task to... >
Open in To Do

Delete
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Turning Emails into Tasks

If you receive an email and it includes an action or task for you to
complete, users can convert that action into a task by dragging the
email from the inbox over to the To Do panel:

Drag an email from the Inbox into the

‘Add a task’ area in the To Do panel.

Tasks v

—|— Add a task

() Notebook

& Email

> Show recent

Calendar To Do

&3

You're invited to a Copilot

Add to My Day
Mark as important
Mark as completed
Edit title

Block time

Set reminder

Set due date
Move item in list
Move task to...
Open in To Do

Delete

The email is now added to Tasks.

Right click to add further details.

Where additional details are required, open the task in To Do and add
the relevant due date, reminder or to Delete.
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Creating and Managing Rules

If you frequently move emails from a particular colleague to another
folder manually, this can become time consuming. Outlook Rules are
designed to remove the need to do this manually by automatically
applying an action, such as move to another folder, after a condition
has been met, such as received from a specific person.

You can set up a rule once, then let Outlook manage the email as soon
as it arrives in your Inbox.

This is a great time saver and also can help keep your Inbox organised
and controlled.

Creating an inbox rule

Open Outlook on the Web and select Settings.

Go to Mail, then Rules.

Create a new rule and enter a name for the rule.

Choose a minimum of one condition, such as if the mail is from
a specific sender or recipient, contains subject words or message

importance.

Choose the action, such as move to folder, categorise, flag or
delete.

Add exceptions where a message should not be automated.

O 0 OOOO

Save the rule. The rule will then start from the next time users
receive an email and the condition of the rule is met.

You're invited to share this calendar

Settings

2

Charity Coff
B 1600 Online

3 M = ~
© 0 FKFKOR ©
Read / Categorise Flag Snooze Policy | Print Viva iscover Copilot
R apps Insights
- .,

Select Email, then Rules.

Select Add rule

Settings

Message List

Q ffarch settings Reading Pane
Compose
Acount

Templates
neral

Quick Parts
Email

Smart suggestions
lendar

Attachments

Copilot

S © aful

Conditional formatting

Sweep

Rules

You can create rules that tell Outlook how to handle incoming email messages. Rules are applied fromfgop to bottom.

Q Search rules by name

+ Add rule

i1 Archive emails older than 2 months [ o) w | v

If your rules aren't working, generate a report.

Vv

o

Add a Condition

Enter a name for the rule

Add the action for

o

Outlook to perform if
the condition is met

—0

Select Save
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‘. Examples of Rules used to move messages

* Move emails from a specific person to a named folder.

* Move newsletters or non-urgent updates away from the main
inbox.

* Move project-specific emails into a project folder when the

subject or sender condition is met.

Tips on using Rules

Rules are most valuable for predictable email patterns.

(<)

Use a small set of suitably named rules instead of
many overlapping rules.

Review rules periodically as teams, projects and
senders change.

Use Delete or Forward actions with caution, they may
result in unintended message handling.

@ 0 O

Managing Rules

You can manage rules created by pausing, deleting or re-ordering them
in priority order if there is overlap.

i Outlook (% Search or ask Copilot

In Mail, select Rules, then Manage rules.

Q Search settings

Reading Pane

Sweep
Junk email

Quick step:

S = File Home View Help
% 1 -~ —+ /| Oo y
g8 (U ¥ @ O e« - i (o ad Quick steps &S
New = @ BIo%K o icte Archive  Report  Reply Reply Forward Schedule with Meeting  Share to Read / Catego
o v v all v Copilot Teams Unread  ~
Delete Report Respond Teams Move o s
Mule
o L ”
-  Favourites Focused Other O =1 You're invited to sl 53 Manage rules
v £3 Inbox 477 i
Other Emails (43) €  Summary by Copilot
Microsoft Copilot; SharePoint Online; Nin...
=1 B> Sent Items
Settings Message List Rules X

Compose
& Account

Templates
£33 General

Quick Parts Q_ Search rules by name <+ Addrule
& Email

Smart suggestions
Calendar

Attachments i Move from Ella @ Vo v
82 People

| Rules

@ Copilot

Conditional formatting .

i1 Archive emails older than 2 months a v

You can create rules that tell Outlook how to handle incoming email messages. Rules are applied from top to bottom.

If your rules aren't working, generate a report. ?

Here are the options to Pause, Re-order, Edit or Delete a Rule.
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Inbox Automation

There are other tools available in Outlook on the web that can assist with automating the inbox:

Sweep

If your Inbox has become too cluttered and you need a quick way to
deal with many emails, then Sweep can help. It is a mailbox-clean-up
automation tool that can allow you to:

e Automatically delete emails from a sender

e Keep only the latest message in a conversation of many emails with
the same subject

¢ Delete messages older than a chosen age
e Move emails from a sender to another folder

A key difference is that Sweep runs periodically, while Rules process
messages as they arrive.

i outlook % Search or ask Copilot
@ = File Home View Help
~ < Ignore ] 3 =+ /s oo /M m = 00
8 U ;> uwB O e« G G & 8f2 ramwn G O EOR @ B i
New © Delete Archive  Report  Reply Reply Forward Schedule with Meeting  Share to J§ Sweep o ¥ Read/ Categorise Flag Snooze Policy ~ Print  More Viva  Discover
o - - al ~  Copiet Teams v v Unead PV pps Insights  group:
Deieee Regort Respond Teams Move Quick steps Tage print Addins
s
= W o = 1. cainuitad toch Jond.

Sweep messages

For messages from:

Ella Whitmore (demo19@phxdemo.co.uk)
(O Move all messages from the Inbox folder
(O Move all messages from the Inbox folder and any future messages
@ 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

Move to: @ Deleted Items v

“ Cancel

Managing Focused Inbox

Focused Inbox separates the inbox into Focused and Other tabs. The
idea of this is to keep important messages in the Focused tab and less
important emails, such as emails from advertisers or non-work related
emails, in the Other tab. It provides another way to keep your inbox
organised and focused on work emails that matter.

Move email examples between Focused and Other so Outlook learns
what matters and is important. Right click an email in the Inbox, select
Move, then Move to Focused/Other Inbox.

Outlook (% Search or ask Copilot

(-] = File Home View Help

/ * Ignore —DT‘ B /h —+, ) 0o
s U [ W O S~ T Go

New o Floc Delete Archive  Report Reply Reply Forward Schedule with Meeting  Share to
a v v all v Copilot Teams

New Delets Report Respond Teams
e
“®  © Favourites Focused Other O = 1 You're
v &3 Inbox 477 Your OneDrive for Busin... 05/04/2026

c Note: Review the Other Inbox regularly to ensure you are
¢ confident that important messages are not being missed.

The Focused inbox is not a separate folder system. It is designed to be
more of a filter of the Inbox.
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Managing priority messages o

@ Use importance for messages where priority needs to be visible @ Use categories where colour coding supports an agreed team or
to recipients. personal workflow.
O Use flags and To Do for personal follow-up. @ Use rules for repeated patterns and Quick Actions for user-led
decisions.

Quick Actions

Quick Actions are very useful if you use the same settings such as Reply,
Flag or Mark as Unread frequently. Instead of having to find these oy Cores VoD,

16:00 Online Meeting

Quick actions are
managed by going to

options in the toolbar at the top of the screen, you can keep your most Settings, Email and
used tools in the Quick Actions area of the email, shown here. 2| T ‘ then Customise actions.

EW DElete Archive REply Reply rorwar Veetng

v all v

ew Delets Report Respond

Favourites Focused Other |0 ( = 1Tl

& Inbox 476 s O Mateo Adeyemi B R ’

S Meeting with Mateo Ad...  12/05/2026 Tjif

It saves time by potentially requiring a single click instead of multiple
clicks to perform the same command.  e—
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Quick Actions continued

Common examples of Quick Actions How Quick Actions speed up email processing

Delete: remove messages that do not need retention. © They reduce clicks for frequent actions.

Archive: clear completed messages from the inbox while retaining

th © Support consistent triage processes across users.
em.

Flag: mark a message for follow-up and surface it through To Do. © Assist users in processing email in groups other than opening each
message.

Pin: keep an important message visible at the top of the inbox.
© They are more controlled than rules because the user chooses when

Move: file a message into a specific folder. to apply the action.

Mark as read or unread: control what still requires attention.

lb Recommended use cases

Use case Recommended Quick Action Why it helps

Routine information - already read Archive Keeps the inbox focused on current work.

Important email needed today Pin Keeps the message visible at the top of the inbox.

Email requiring later action Flag or create task Connects the follow-up to the To Do panel

Email not relevant Delete Bemoves unnecessary and/or irrelevant emails from the
inbox
Files the message into a specific folder. Helps with

Project update to retain Move organising a mailbox and allows for better Email
retrieval.
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Productivity Tips for Managing Email Efficiently =

Right click an email in your

Inbox, then select Pin.

Help
Pinning emails = aa o i
rchive Reply Reply Forward Meeting
all v
If you receive an important email and you want to make sure you can Fevr R
see it easily, as there may be a lot of emails being received during the Focused Other O ( = 17U
day, Pinning a message allows you to keep it at the top of your inbox, o) T .
so you can find it later. This reduces the need to find or search for it Setting up somet . Reply a1
when the email needs to be retrieved quickly or accessed easily. G ComelWillams > Forvarg
demo invite
Phoenix enables ¢ @ Delete
G [ /%20 5 archive
g Move >
. .. N & Jasper Langford
Note: For Pinned messages to be visible, the Misosot-Genh 3 Copy >
. . . asper Langford is
L inbox is required to be sorted by date order. iy Mk ssumens
1:‘1Jv:ri;1n:u:i Tana 57 Pin c
Setting up some t O Categorise N
~ April E Flag >

Recommended guidance for using pinned messages:

® Use pinning for messages that must remain visible today.
e Unpin messages once the action is complete.

¢ Limit then number of pinned messages to avoid creating additional
clutter at the top of the inbox.

Outlook % Search or ask Copilot

(=] = File Home View Help
¢ Ignore =7 /M
e U ™ wWE a &« o i
New = <@ Bk ' Delete Archive Reply Reply Forward Meeting
~ all v
o New Delete Report Respond
oo
“F v Favourites Focused Other O ( = 1Tl
L4 £ Inbox 476 v  Pinned :
sl B> Sent Items s O Mateo Adeyemi (= 4
= Meeting with Mateo Adeyem
Z Drafts 91
‘,‘ v Today
v demo22@phxdem...
[ 3 Jasper Langford 8
& Inbox 476 & Project X 15:12
_ Setting up some time to meet and...
Z Drafts 91
= Tue 18/08/2026 16... RSVP
B> Sent ltems No conflicts
@ Deleted Items 15 ~  Yesterday
£3 Junk Email N ﬁ Jasper Langford i)
Catch up with Jasper Wed 15:11
(@ Notes Accepted by Copilot on behalf of...
=EUI
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Productivity Tips for Managing Email Efficiently continued

Snoozing emails

If an email arrives in your inbox and you cannot deal with it at that
time, you can use the Snooze tool to temporarily remove the message
from the inbox until it is needed. This helps prevent important
messages from being overlooked while keeping the inbox focused. The
message then returns as an unread message to the inbox at the date
and time selected by you.

To Snooze an email, select Snooze,
then the date/time required.

% search or ask Copilot

i Outlook

Snooze can be useful in the following scenarios:

IQ = File Home View Help

¢ Further information is required from another person before you can 8 U = WE O ««r~ B & T o | O RLOR &

S Block * Detete Archive  Report  Reply Reply Foward Meeting  Shareto  Sweep Move Rules ¥ Read/ Categorise Flag Pin Snooze Policy  Print
v Al v ams v v Unread v v .
respond ° -

o
-

Later today 18:00
~ Favourites Focused Other O ( = 1Tl Project X Tomorrow Fri 16:00
This weekend Sat 10:00

e An action is not required until later that day/week

'
&3 Inbox 474 . rlangford O (©  This event occurred 1 week ago (Thu 06/0

’ Next week Mon 16:00
ncial ... (2) Mon 1127 ©  Online Mesting

B> Sent ltems

2 Drafts o S5 Jasper Langford invited you Didn't respor Choose a date

> B <

¢ You are working through your inbox and wants to focus only on

©
priorities for that day - demoz2@phde: g e st = S o=

e The email relates to a future deadline or event

By using tools such as My Day, To Do, rules, Quick Actions, pinning and snoozing, you can turn Outlook into a more organised and manageable
workspace. Start with the features that solve your biggest inbox challenges first, then build from there as your confidence grows.




