
Outlook
MANAGING YOUR INBOX: TIPS AND TRICKS



Agenda ideas
Template emails – creating and recalling

Conditional Formatting – visual organization of inbox

Using Categories – organize inbox with categories and sort function

Diverting emails – remove unneeded/low priority emails for main inbox

Contact Lists – create your own

No reply all – Ignore reply all responses and delete.

Drag and drop email to calendar 

Questions

Polling options



Template Emails



Conditional Formatting



Conditional Formatting, continued



Conditional Formatting, continued

A set of default rules appears. This 
includes the Unread messages rule. 
This rule makes unread messages 
appear bold in the message list. In 
addition, any conditional formatting 
rules that you created in 
the Organize pane with an earlier 
version of Outlook appear.



Conditional Formatting, continued



Conditional Formatting, continued

1. Click Add.

2. Enter a name for the rule.

3. Click Font.

4. Under Color, click Red.

5. Click OK.

6. Click Condition.

7. In the From box, type John Kane.

8. In the Filter, Conditional Formatting, and Advanced 

View Settings dialog boxes, click OK.



Conditional Formatting, continued

1. Click Add.

2. Enter a name for the rule.

3. Click Font.

4. Under Color, click Green.

5. Click OK.

6. Click Condition.

7. In the Search for the word(s) box, type Contoso.

8. In the Filter, Conditional Formatting, 

and Advanced View Settings dialog boxes, 

click OK.



1. Click Add.

2. Enter a name for the rule.

3. Click Font.

4. Under Color, click Blue.

5. Click OK.

6. Click Condition.

7. In the Search for the word(s) box, type 

holiday.

8. In the Filter, Conditional Formatting, 

and Advanced View Settings dialog boxes, 

click OK.

Conditional Formatting, continued



Using Categories
Categories are another way to organize your inbox. It’s the system that I use, and I find it very helpful in how I manage my inbox and track items 
that are outstanding.

On the Message tab, find the 
Categorize button, scroll down to All 
Categories

Once in All Categories, you can change the name and 
color selection from the default color names.



Using Categories continued
To sort by Categories, go to the top of your email and select Categories (2x). The first will group all the Categories at the bottom of your email and 
the second will move them to the top in descending order. This will keep any email that you need to track at the top of your inbox.



Diverting Emails
We all get email that we don’t have to respond to, but we are sent as FYI mail. For example, I am the main admin on EventBrite and get a copy of 
every email that is sent from them. I don’t need them in my inbox, so I divert them to their own folder reducing the clutter in my inbox. I’m sure 
everyone can identify email that falls into that category.

For demonstration purposes I used Robert McGovern’s Covid update emails (which I do read and find totally necessary and not email clutter at all!)

Highlight the email

On the HOME tab menu bar, select RULES, and then CREATE RULE



Diverting Emails continued
A dialog box will open to create the parameters for the rule. You have several options from which to choose. In this instance, since I want to have all 
the Covid-19 Daily Reports in one folder, I will select SUBJECT CONTAINS and I want to move it to its own folder; I will select MOVE THE ITEM TO 
FOLDER. Outlook allows you to select the folder using SELECT FOLDER. If the folder doesn’t exist, you can create it at this step. Make sure to scroll 
to the top so that INBOX is selected, or your folder will be created as a subfolder under whichever is selected.

Once you press SELECT 
FOLDER, this dialog box opens 
(remember to scroll to top and 
highlight INBOX before you 

select NEW.)Type the 
FOLDER 

name

Select OK to advance 
through the dialog boxes



Diverting Emails continued

When you select OK, a dialog box will show the new 
folder and the location in your folder menu.

Type the folder NAME. You will not need to make 
any other options in this dialog box.



Diverting Emails continued
At this point, Outlook will appear to be going backwards through the dialog boxes. This is normal. You will need to select OK in each of the dialog boxes that will 
open.

Select OK Dialog box showing rule has been created. 



Diverting Emails continued

Check the box if you want Outlook to find all the emails 
like the one you are creating in the rule and put them all 

in the correct folder.

Outlook moving all the emails to the selected folder.



Diverting Emails continued



Contact Lists
From Outlook, select the Contact icon.

From the HOME menu, select New Contact 
Group.

An empty group box will open.



Contact Lists continued

Select Add Members. From the menu, select from Address 
Book. From pulldown, select Global Address list

Enter a name for the group.



Contact Lists continued
In the Search bar, start 
typing the name you’d 
like to add.

Select the name you’d 
like to add from the list.

Make sure you click the 
Members button to add 
the name to your list.

Keep adding names until 
your list is complete

Here is what the list will look like. From 
here, you can add/delete emails by 
selecting the appropriate button.



Contact Lists continued
To recall your list, simply type the name of your group in the TO field of your email.



Ignoring “Reply All” on emails you 
receive
If your inbox is cluttered with conversations or email threads you don't need to be part of, 
use Ignore to delete the emails. And any future emails on the subject will automatically be 
deleted.



Email to Outlook Event
Do you get emails that have action item dates that you don’t want to forget? You can easily create 
Outlook events/meetings by dragging and dropping to your calendar.

Select the email you want to use and 
drag it to the calendar icon in your 
Outlook.

Change the start and end time to the 
dates/times you want and hit Save & 
Close. It will update to your outlook 

calendar.



Delay Sending Email
In a new email window, select Options then Delay Delivery

Select the properties for the delay under 
Delivery options. Remember to change 
the time as it defaults to the end of the 

day!



Polling
To use the polling option in MS Office, you need to access your office 365 account online. Once 
you do that, select your calendar. Under New Event, select Event. 

In the New Event window, you will put in 
your attendees. It will not let you 
schedule a poll without attendees listed. 
Note, you cannot use a created list at 
this time.

Select Scheduling poll



Polling
Make changes in the Scheduling poll window for duration and date.

Sort by defaults to Availability but you’ll want to change it to Time, so it 
shows all the times for the day and not just when someone is available.

You have to add all the 
dates/times from this screen! You 
just keep changing the date at 
the top of the screen and 
selecting times for each date.



Polling
At the bottom of the Scheduling 
poll pop-out, it will show how 
many times have been selected. 
Once you are satisfied, select 
Next.

Once you select Next, a summary 
screen will show up. You can go 

back to fix items or select Create 
Poll.

Attendees will be notified via email.



Polling
You will be notified via email once someone responds to the poll. 
The email will show the poll name in the subject line, who 
responded, and what their responses are.

You can select View poll from any response email, and it will take 
you to the poll.



Polling
You can send a reminder to participants that have not yet 
responded by selecting Send reminder.

You can add additional dates/times if needed by scrolling to the 
bottom of the poll and selecting:



Polling
You can add/remove participants 
by using the list on the right side 
of the screen and selecting Add 
required attendee.



Polling
Once a date/time is agreed upon, you can schedule the meeting by selecting the 
Schedule meeting option next to the date/time.



Questions
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