Microsoft Qutlook
Focused Inbox

Focused inbox is a feature in which Microsoft intelligently pre-sorts your email messages so
you can focus on what matters. Important email messages will appear in your focused inbox,
whereas everything else will be in “other”. You can add emails so that they always appear in
your focused inbox, and visa versa!
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Tips and Tricks

If you can’t make a decision on what to do with an email right away, move it to
~> ARCHIVE FOLDER the archive folder to come back to it later. Select the email, and then click the
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Flagging a message allows you to add it to your task list, and set a [ Tomorrow
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Add a block of time on your calendar to follow up to an email by dragging the email to the calendar
icon. The text of the email will be included in the body of the calendar event.
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To include attachments, first click “new items”, “appointment”, and then insert “outlook item”. This
will include any attachments that were originally sent in the calendar appointment.
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