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OBJECTIVES FOR THE DAY

Outlook Options

Organizing Emails

Making Life Easier with Rules and Other Hacks



WHY IT IS IMPORTANT TO 
BE THE BOSS OF YOUR 
EMAIL
28% OF WORKTIME IS SPENT OVER EMAIL = 2.5 HOURS OF 8 
HOURS IS SPENT IN EMAIL



NAVIGATING OFFICE APPS 
Quick Access Toolbar

Title Bar

Ribbon 
Information bar at the bottom



WHAT DOES IT MEAN WHEN YOU SEE 

Ctrl +



UNDER FILE MENU OPTION



OPTIONS



OUTLOOK

VARIOUS TOOLS WITHIN OUTLOOK TO HELP GET YOU ORGANIZED AND PRODUCTIVE



HAVE AI 
DECLUTTER 
YOUR EMAIL



NOTIFICATIONS



NOTIFICATIONS



OUTLOOK - 
OPTIONS



OUTLOOK - 
OPTIONS



OUTLOOK - 
OPTIONS



WHEN EMAILS ARE TASKS – HOW TO TRACK

UNREAD EMAILS TO 
INDICATE UNDONE ITEMS

FLAGS TO GIVE DEADLINE SEPARATE FOLDER 



FOLLOW UP FLAGS



DISTRIBUTION 
LIST



OUTLOOK – CREATING RULES FOR EMAILS
IF YOU ARE MOVING EMAILS TO THE SAME FOLDER EACH DAY, SAVE TIME AND CREATE A RULE



OUTLOOK – CREATING RULES FOR EMAILS
IF YOU ARE MOVING EMAILS TO THE SAME FOLDER EACH DAY, SAVE TIME AND CREATE A RULE



QUICK STEPS 
– CREATING 
TEMPLATES



CLEAN UP MESSAGE

Cleans up the messages – no 
warning message



IGNORE MESSAGES



HOW THAT EMAIL CAN BE ADDED TO CALENDAR AND 
TASK LIST



SO YOU WANT TO MAKE SURE THAT MESSAGE FROM 
YOUR BOSS STANDS OUT



EXAMPLE OF CONDITIONAL FORMATTING

Conditions button:

Result of the Formatting Rule:



MESSAGE PREVIEW



SEARCH FOLDER



OF COURSE, I WAS NOT WORKING THIS WEEKEND…
SENDING EMAILS OUT AT A FUTURE TIME OR DATE



DO YOU LIKE COLOR 
AND VARIETY?

Use your categories to help color 
code your calendar, tasks, and 
contacts



RECURRING 
MEETINGS WITH 
COLOR FORMATTING

 View tab

 View settings

 Conditional formatting

 Click Add

 Click condition

 Then going forward, any meeting 
will have that color code



DO YOU EVER NEED 
MULTIPLE OUTLOOK 
WINDOWS OPEN?



CALENDAR OPTIONS – WORK TIME SETTING



CALENDAR OPTIONS – HOLIDAYS



CALENDAR OPTIONS – TIME ZONES



SHARING 
CALENDARS



SHARING CALENDARS



OUTLOOK 
KEYBOARD 
SHORTCUTS

Save Ctrl + S
Print Ctrl + P
Undo Ctrl + Z
Cut Ctrl + X
Copy Ctrl + C
Paste Ctrl + V
Check Spelling F7
Check for Mail F9
Save, Close & Send Alt + S
Reply Ctrl + R
Reply to All Alt + L
Address Book Ctrl + Shift + B
Help F1
Switch Between Applications Alt + Tab
New Item Ctrl + N

Link to Microsoft’s page for 
Outlook shortcuts



MY OWN WAY OF BEING THE BOSS OF MY EMAIL

Use flags 

Categories

Filtering

Time block

Quick hits



USE OF FOLDERS – EXAMPLE BY PRIORITY

To Do Follow 
Up Later



THINGS TO KEEP IN 
MIND

 Only reply when necessary

 Don’t overthink the reply

 It’s ok to unsubscribe

 Delete button is your friend



ONENOTE 
INTEGRATIONS



TEAMS/ZOOM 
INTEGRATION

 Within an appointment, you can select Teams meeting and it will 
automatically place the link to the Teams meeting there.  

 This also works with Zoom if you have the add in on your Outlook 
application



BONUS: 
TEAMS/OUTLOOK 
CALENDAR MEETING

 You can take meeting notes on 
the calendar invite and then 
share save it in OneNote.

 Within OneNote you will be able 
to share with others on the 
team or just have the notes for 
yourself. 





EMAIL: 
KONDRACEK@TXCPAHOUSTON.CPA

PHONE: 402-677-0455 SET UP A MEETING:

mailto:kondracek@txcpahouston.cpa
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