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Tip of the Month — Outlook Quick Step
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Quick Step for Emails

Quickly manage your mailbox by using Outlook Quick Step.
This is beneficial for repetitive tasks including regularly sent
emails, calendar invites, and other reoccurring outlooks tasks.
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uick Step for Emails

Process Steps

Screen Shot

Go to the home tab of your Outlook and
click on “Quick Steps™.

Click on “create new".
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Scroll down and click on “new message”.
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Quick Step for Emails

Process Steps

Screen Shot

MName your email by updating “new
message”,

Edit Chaick: Snep - L: [T

‘ Agd actions Gelow thad will b performed when this qusck diep is cicked on

W MewMesmage .| X
I [
i se Dmbony &
Sybpet
i Dlag o Fisg -
rzariaeee: Ho Change =l
T

Automially send after | minute Stiay

Shoflet kee | Chesde s thamtad] =]
Teafiip feat

Finah Cancel

Use the “to” box to enter the email
distribution list, if any.
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Quick Step for Emails

Process Steps Screen Shot
Click on “show options” to add the
message subject, flag/importance, and email oo e )
content. ’ -
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Quick Steps

For more information, go to the Office Support link:
https://support.office.com/en-us/article/automate-common-or-repetitive-tasks-with-quick-steps-
a9caf57e-0eb0-4b48-9 14 | -a9904da0aaf?
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