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This thread will make you better at Outlook: ■

Color code your emails:

I like to keep things organized.

I'm forgetful & I get A LOT of emails.

The easiest way I've found to ensure things don't get lost is utilizing conditional formatting.

• View -> View Settings

• Conditional Formatting

• Select type

• Name the rule
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Never miss a game: 

 

Did you know you can add custom event calendars directly in Outlook? 

 

Never miss your favorite TV show or the next big game. 

 

• Just head to "Add Calendar" 

• Select "Sports" or "TV"



• Choose the event you'd like to add.

Send delay:

Sometimes you need to write a message now but wait to deliver it until later.

Just use "Delayed Delivery."

Here's how:

• Write your email

• Select Options -> Delay Delivery

• Choose the "Do not deliver before" time



Email your calendar: 

 

Avoid the back and forth hassle of scheduling meetings. 

 

Simply email your calendar so people know when you're available (and when you're not.) 



You can also drag items from the received calendar to your own. 

 

Like this:



Multiple time zones:

With the rise of remote work, the need to keep track of multiple timezones has never been greater.

Outlook makes it easy.

• File -> Options

• Calendar -> Timezones

• ✓ Show second timezone

You'll now have a side-by-side scale for easy reference.

Change preview length: 

 

Did you know you can change the number of lines displayed in the preview pane for each message? 

 

Maybe you'd like to see a couple more. 

 

Perhaps you'd like to see none at all. 



It's up to you... 

 

• View -> Message preview 

• Select 1, 2, 3 lines (or off)

Keyboard Shortcuts:

I get roasted by people on Twitter sometimes because I'm old-school & still use a mouse.

Well, I'm learning too.

Utilizing shortcuts can dramatically increase your speed, I can't argue with that.

Here are a few of the most popular ones for Windows & Mac:



Quick Steps:

Turn 3 steps into 1.

Quickly manage your inbox by configuring quick steps for common repetitive tasks you do on a regular basis.

• Home -> Quick steps

• Create new -> Name

• Actions ■■

Choose what you want to happen based on the criteria you determine.



Mute Conversations:

Man do I get tired of "reply-all."

Yes, it has a purpose & I too would like to be copied on emails that are pertinent to me.

There are also times when I'm stuck in a never-ending cycle of replies that has 0 to do with me.

Here's how to stop the madness:



Ok, you've made it this far.

I'm guessing it's safe to assume you're into learning how to be more productive.

Check out my new Excel course.

• Most jobs require basic Excel skills.

• More skills = More money ■

Simple.

Next round starts in 3 days!

https://t.co/h1cq3W6aLI

That's all for today! 

 

Follow me @blakeaburge for weekly threads on business & productivity. 
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Join 15,000+ others & check out my newsletter––It's free! 

 

•The best of Twitter 

•In your Inbox 

•Every Sunday 

https://t.co/v49JfYPPKP
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