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Setting up
1. Download the app

Many staff members may already have the Outlook Mobile application installed. For those who
do not, it can be downloaded directly from www.0365.com/outlookmobile for both iOS and
Android devices.

2. Add your email account

Visit the Outlook mobile Help Center and choose the set up option for your preferred device for
detailed setup instructions. Choose ADD account, do NOT create a new account.

For troubleshooting, visit here.

Get started with Outlook mobile

1. Send an email

1. Tap the compose button. On Outlook for iOS, it's in the top right corner. On Outlook for Android,

o . 4 NewMail A
it's in the bottom right corner.

2. From this screen, you can compose a message, add attachments, or send your availability.

3. After you compose the message, tap the arrow in the top right corner to send it.
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http://www.o365.com/outlookmobile
https://support.office.com/en-us/article/outlook-for-ios-and-android-help-cd84214e-a5ac-4e95-9ea3-e07f78d0cde6?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/troubleshoot-outlook-mobile-issues-a264ef01-9c88-48fb-9285-7017e4f31f02
https://www.microsoft.com/videoplayer/embed/RE2OoGh

2. Reply to an email

1. At the bottom of your email, Outlook for iOS and Android allows you to Reply to All.
You can also select the arrows “* to Reply, Forward, or Edit Recipients.

s

Android

3. Focus Inbox

Focused Inbox separates your inbox into two tabs—Focused and Other. Your most important
emails are on the Focused tab while the rest remain accessible on the Other tab. View a video
about Focused Inbox.

We recommend you Disable Focused Inbox so all emails are listed to view at a glance.
Do this by going to Outlook Settings then -> Mail then -> Focused Inbox.

= Inbox

Other 4 Filters
‘ Patti Fernandez 512 PM
o Teamdinner
0 Thu, Jul 18, 9 PM (2h] RSVP
@- Lynne Robbins 5:00 PM
Agenda notes @

@Nestor Wilke When you get a chance, co

4. Arrange messages by threads

Organize mail by thread arranges messages as conversational threads based on the message
Subject. Easily view all messages with the same Subject in the same thread. Just tap the message
to view previous messages and conversations. Organize mail by thread is on by default.

1. Tap Settings.
2. Scroll down to Organize mail by thread, then tap the button @ to toggle the setting.


https://www.microsoft.com/en-us/microsoft-365/blog/2016/07/26/outlook-helps-you-focus-on-what-matters-to-you/
https://www.youtube.com/watch?v=m6Pdeh-UjVg&feature=youtu.be
https://www.youtube.com/watch?v=m6Pdeh-UjVg&feature=youtu.be

5. Manage notifications

You can set email and calendar notifications for each of your accounts.

For app-specific content:

1. Open the Outlook app.

2. Go to Settings > Notifications under Mail OR Notifications under Calendar.

3. Change which email accounts you wish to see notifications for.

4. Set email notifications for Focused Inbox and Other inbox, Favorite People (see Pro Tip), or

none.
5. Set calendar notifications by account.

Choose how your notifications show on your device:
1. On your device, go to Settings > Notifications.
2. Scroll down your list of apps to Outlook.

3. Update how you wish to receive notifications.

Pro Tip: Select someone as a favorite person to get notifications from VIPs and create a special
place in your sidebar to quickly access recent emails from them . Learn more here.

6. Changing swipe options

The first time you swipe on an email, Outlook will help you set up your preferred swipe actions. You
can always update them by going to Settings and selecting Swipe Options. View a video about

swipe options.
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https://www.microsoft.com/videoplayer/embed/RE2NSQ6
https://www.microsoft.com/videoplayer/embed/RE2NSQ6
https://techcommunity.microsoft.com/t5/Outlook-Blog/Stay-connected-to-your-VIPs-with-Outlook-mobile/ba-p/564137
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7. Adding an away message/Automatic reply

Going on vacation or a work trip? Set up

Automatic replies.

You can choose to send them to everyone or only your organization.

Office 365

Automatic Replies N4
Info
) Automatic Replies O
Email estorw@lucernepubintl.com
Description  nestorw@lucernepubintl.com
Reply to everyone v
count Settings .
Reply only to my organization
Automatic Replies QFF

Block External Images (2) Use different messages

Save Contacts Wi d, a differe

of my organization and everyona alse.

iOS

8. Find what you need

Account info

torW@iucernepubintl.com

Automatic replies

Syne contacts

Block extemal images

Suggested replies

< Automatic replies v

Automatic replies [ ]
Reply to everyone ®
Reply only to my organization

Use different messages for my organization
and external senders

eply to everyone with

Android

Intelligent search will help you find top people, events, upcoming travel information, package
deliveries, documents, and more without having to type anything.

If it's a recent attachment, you can go to the search tab and look in the Files section.
If not, tap the search icon twice to enter anything you remember about the file or email, such as a
name. As the results start to appear, look for the Attachments filter with the paper clip icon and turn

it on.

Your view is filtered to show emails with attachments so you can quickly find the email you need and
get to the attachment you are looking for. Watch how to search for an attachment.



https://www.microsoft.com/en-us/videoplayer/embed/RE2NXQU?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us

Enable Contacts Sync

1.
2.
3.
4.

Open Outlook Mobile app.
Go to Settings

Select Contacts.

Enable Sync Contacts.
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& Settings € Contacts

Additional resources

Outlook tutorial videos for your phone

Tips and tutorial videos to learn more about Outlook for Android and iOS
» Outlook mobile tutorial videos

Cheat sheets

= Qutlook for Android
= Qutlook for iOS



https://support.office.com/en-us/article/outlook-for-ios-and-android-fb307c71-2df4-4eef-b4ec-1caee01b76f0?ui=en-US&rs=en-US&ad=US
https://download.microsoft.com/download/8/9/A/89A93882-CD12-4A59-990C-45F5834DA612/MS_Cheatsheet_OutlookMobile_Android.pdf
https://download.microsoft.com/download/F/5/0/F50F2390-6BCF-4F17-8B1E-4D37310A3C8F/MS_Cheatsheet_OutlookMobile_iOS.pdf

