Tips for Outlook on your Android device

Connect. Organise. Work smarter.

Tap Filters to only show
messages that are

Unread, Flagged, or
Other 4 Filters have Attachments

Tap Menu to see a list of
Folders and Settings

— Inbox

Tap to switch between

Focused and Other @ Alexandra Petty 12:37
messages Re: Ad d training bassad

Hi Bianca, Microsoft biedt diverse trai... 2

Wel, K. van (Katja) 12:30

@ Re: TEST: Update #3 Ambassadors progr...

Hoi Ziet er inderdaad mooi uit. Geenz.. 4

Microsoft Outlook 12:22

@ Undeliverable: Screens android NL (0]

o A Delivery has failed to these recipients ... 2 @ Itermns arrqnged bg
Swipe right or left @ conversation thread
to take action Berg, M. van den (Marc) 1093 !ndlcqte number. of items

@ event 4 juni © in the conversation
Met vriendelijke groeten, Marc vd Berg Fea...
Berg, M. van den (Marc) 09:39
@ Re: Ambassadeurs stuff o To flag a message,
Hey, Allereerst wil ik graag even melde... 2 tap to open, tap the
three dots, Flag
Yesterday

Wever, H.P. (Harold) 0
Re: iMacs in Apple 1.0
Mare. So not too bia numbers. that is aoo

Tap Search once to find
recent contacts and files.

Tap twice for a search Q Be Tap the Calendar icon to
box to find email contents I go to your calendar.
and more

In Settings In the Menu

Customi: il ti h( ickly take tit .
onemails nyour mbox. X Edit
Swipe right CHANGE Q,  Search Folders & Groups
Set Up
Favourites Tap Menu > Edit icon and
Tap Settings > Swipe i O b _ tap the star to Favorite
Set Up &———— Options > Swipe Right or a folder. Favorite folders

Swipe Left and select an B 01.0365 = rise to the top

action
Swipe left Folders

CHANGE
Archive
.
“ Tap Menu > Bell icon
ﬁ Office 365 8 to set Do not disturb
. bianca.valkenbur..@ing.com o
<> Swipe options _____ Tap the Settings > Focused options
[— Inbox to turn Focused Eavoui
-avourites 4

Inbox on or off ()
(W] Focused Inbox ® . O inbox 9
q

Focused Inbox intelligently B 01035 1%

presorts your email so you 5 sem -

can focus on what matters

B o2wio 3
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Tips for Outlook on your Android device

Sync contacts

< Account info

Office 365
bianca.valkenburg-van.rijt@ing.com

Description

Automatic replies

off |

Sync contacts @ .

Block external images ® »

Manage your calendar, schedul

Add Sync contacts so you
see your ING contacts in
your Android address list.
Tap Menu > Settings.

Tap your ING account >
Select Sync contacts

Tap Menu to view or add a
calendar including shared
calendars

Swipe down to show more

Find ING colleagues

Q,  Search @
Contacts > Create +
Katja Marc Evelien Eelco Me
vanWel  vanden.. Veldhuij van Coo.. van|
Files >
(x] (] (~]
Analytics 4 JU... nl1_.2019_000... Smid
161 KB 30KB 442K

Find the contact details of
your ING colleagues easily.
Tap Search and type the
name of your colleague

in the search bar

e meetings, and get reminders

Switch to Calendar view

TODAY « THURSDAY, 6 JUNE

of the calendar

Tap Meeting to see the

30m

10:00
30m

details

30m

» 13:00
30m

09:30 e Call new VDI environment

E Anghel, I. (loana)

Q Skype Meeting

® Bianca - Mirella | Coaching

e Weiden, M.E.F. van der (Mir...

Q Werkvioer

12:00 0 Lunch

® 0365 Tips

e Ambassador Prcgran”

Q

Tap a day to see events for
that day

é

o

RSVP to an invitation

0 0365 Tips
®  Today at 14:00 (30m)
Show conflict

Email organiser

Add a message (optional)

o (7] X}

Accept

Tentative Decline

Tap RSVP in a meeting
invitation in your Inbox,
and then tap Accept,
Tentative, or Decline.
You can also choose

to not send a reply to
the sender

Create a new calendar
event

Change calendar view

= June [E] Agenda O
Thu, 06/06 E‘ Day O

AllDay  BRW o——
Pauline jarig [@ 3-day ®

v p Month O
home

09:00

Call...

In Calendar, tap View
and select Agenda, Day,
3-day or Month

Rian

More tips and tricks about Outlook on your mobile device can
be found on My Workplace https://ingglits.service-now.com/
wps?id=kb_article_view&sysparm_article=KB0013843
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