Cheat Sheet - Outlook

How to use conversation view in Outlook

What are you | How to do it? Where is it?
going to do?

Conversation view = All related e-mails appear together in the inbox with a conversation icon - no matter
which folder you placed the e-mail in. Every conversation is sorted with the latest mail in the top.
Conversation view is turned off by default in Microsoft Outlook. You can switch between conversation
view and normal view.
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In the Conversations group,
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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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Remove
conversations
view and go
back to normal
view

On the View tab, in the
Conversations group, clear the
Show as Conversations check
box.
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