Cheat Sheet - Outlook

How to use Quick Steps in Outlook

What are you How to do it?
going to do?

Where is it?

You can use Quick Steps for one-click for an action that normally takes several clicks. It is especially a great
help if you frequently handle the same task e.g. to send an e-mail to the boss or move multiple messages to

a specific folder.

You find Quick Steps as a block on the HOME tab. By default, you find a few Quick Steps. You can edit or

delete these and create new Quick Steps.

Edit quick steps Click Quick Steps on the
the first time you HOME tab.

want to use the
function.
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Quick Steps

Open the dialog box First
Time Setup.

Manage — and click on Save.

First Time Setup ? .

First Time Setup

This quick step forwards the currently selected mail message to the people specified
below. Click Options to specify extra text in the subject line or body of the message. Af{
this Quick Step is created, you do not have to enter this information again.
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Read more about personal planning in the book: Planlaeg bedre — fa mere tid

by Kirsten Andersen, Mariann Bach Nielsen and Claus Bekker Jensen

You can also read the book in English: Plan Better — Get More Time — www.planbetter.dk

© www.planlaeg.dk
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edit a quick step

Create a new quick Niels 3 Peter Olsen
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The dialog box Manage Manage Quick Steps ?
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Fill in information as you
want.
TIP: Select Custom for more
options. You can for
example create a Quick Step
that automatically converts
an e-mail into a task.
Delete, copy or As above ¢

Click on the arrows to change the order of the Quick
Steps.

To use a quick step

Mark the e-mail you want to
give a Quick Step.

Click on a Quick Step to use
it.
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Read more about personal planning in the book: Planlaeg bedre — fa mere tid
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