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There are a few changes and updates to the Outlook 365
universe. This learning unit will introduce you to them.

Q HERE’S HOW IT’S DONE
o,

f 1. SET UP ATIME BUFFER BETWEEN TWO CONSECUTIVE MEETINGS.

You can change your settings so that meetings that you create will automatically
end earlier or start later by default. This will ensure that there is always a short
break between meetings where you can get yourself a cup of coffee, for example.

In the Outlook Options open the category Calendar. Then, in the Calendar
options area, enable Shorten Appointments and Meetings. In the drop-down list
for this option you then select if you want to end appointments and meetings in
the future earlier or start them later. In other words, if the time buffer should be
added at the beginning or the end of the meeting.
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Outlook Options

G | . . -

snerE E Change the settings for calendars, meetings, and time zones.
Mail
Calendar Work time

Pecple

I ] T -
Tasks End time: m

Work week: Sun v Mon |v| Tue |v| Wed |v| Thu |« Fri Sat

Search )
First day of week:
Language First week of yearn:

Ease of Access

Groups F‘ Work hours:
@ Start time: W

Calendar options
Advanced

Cuctormiae Bibb [?"‘9 ~| Add online meeting to all meetings @
ustomize Ribbon
Default duration for new appointments and meetings:

End early | ¥

End early

Start late

Quick Access Toolbar ) )
~| Shorten appointments and meetings:

Addins ’ Lexs than one houe:
Trust Center One hour or longer:
+| Default reminders: | 15 minutes

Now select how long the time buffer should be. You can select from various

durations for longer or shorter appointments.

[—

End early =~

+| Allow attendees to propose new times for meetings

Less than one hour

One hour or longer:

+| Default reminders:

Now when you create an appointment or meeting, the corresponding start and
end times will be suggested.

Opticnal
Start time Wed 11/3/2021 7| 8:00AM vJ Allday [ @ Time zones
End time Wed 11/3/2021 (57| &25AaM | <3 Make Recurring
1l
25 AM (About 30 minutes)] -
Location &30 AM (30 minutes)
:530 AM (About 1 hour)

500 AM (1 hour)

:20 AM (About 1.5 hours) |
30 AM (1.3 hours)

50 AM (About 2 hours) |-
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2.AUTOMATICALLY HOST MEETINGS ONLINE.
Do you and your colleagues work mainly from home? Then it makes sense to set

that all new meetings will be automatically created as online Teams meetings.

To change this setting, open the Outlook Options. Switch to the category
Calendar. Then, under Calendar options activate the option Add online meeting

to all meetings.

Outlook Opticns

Ease of Access

Advanced

First week of yearn:

Calendar options

G I i i i
=neE E Change the settings for calendars, meetings, and time zones.
Mail
Calendar Work time
Groups ? Work hours:
People O starttime: 200AM  ~
Tacke End time: F00PM T
Work week: Sun [+ Mon |+ Tue |»| Wed |~ Thu || Fri Sat
Search
First day of week: | Sunday =
Language

Starts on Jan 1 -

Customize Ribbon
Cuick Access Toolbar | |
Add-ins

Trust Center

~| {Add online meeting to all meeting : i
Default duration for new appointments and meetings:
+| Shorten appointments and meetings:

Lesz than one hour:

One hour or longer:

30 minutes ™
End early =
Sminutes T

10 minutes =

Now all meetings that you create will be automatically created as online Teams

meetings.

Location

Microsoft Teamns Meeting

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Learn More | Meeting options

3
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3. THE EMBEDDED TRANSLATOR.

When you receive an email in a foreign language, the following command will
appear automatically over the message: Translate message to: English. Click it.

@ Jan Peters

! To Liarn Miller

ﬁ Eindverslag.xlsx o
11 KB

5% Translate message to: English Mewver translate from: Dutch

Van: Frank Dekkers <Frank.Dekkers@SoluzioneScript.onmicrosoft. comz
Verzonden: dinsdag 13 juli 2021 11:05

Aan: Jan Peters <jan.petersi@SoluzioneScript.onmicrosoft.com:; Annemari
<mieke.visser@SoluzioneScript.onmicrosoft.com>

Onderwerp: Kosten verlagen

Hallo allemaal,

Bijgaand stuur ik jullie een lijst van de kosten van vorig jaar.

Ik verzoek jullie na te denken over besparingsmogelijkheden en mij jullie id
Graag zou ik meerdere voorstellen van elke afdeling ontvangen.

We bespreken deze op donderdag.

The translation of the email will then be shown.

5% Translated from: Dutch  Show Original ~ Turn on automatic translation

From: Frank Dekkers <Frank.Dekkers@SoluzioneScript.onmicrosoft.com>
Sent: Tuesday, July 13, 2021 11:05

AM: Jan Peters <jan.peters@SoluzioneScript.onmicrosoft.com; Annemar
<mieke.visser@SoluzionesScript.onmicrosoft.com=

Subject: Reducing costs

Hello everyone,

Attached | will send you a list of the costs of last year.

I ask you to think about savings opportunities and send me your ideas.
I would like to receive multiple proposals from each department.

We will discuss these on Thursday.
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To view the email in its original language, click Show Original.
FW: Kosten verlagen
Jan Peters
! To Liarn Miller

ﬁ Eindverslag.xlsx -
11 KB

5% Translated from: Dutch | Show Original Turn on automatic translation

From: Frank Dekkers <Frank.Dekkersi@SoluzioneScript.onmicrosoft.comz>

TIP

If there is a certain language that you never want to translate, select Never
translate from.

FW: Kosten verlagen
Jan Peters
' To Liarn Miller

ﬁ Eindverslag.xlsx o
11 KB

5§ Translate message to: English Mever translate from: Dutch
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TIP

In the Outlook Options in the Language category, you will find the Translation
section. Here you can change the settings for these translation functions. For
example you can set which language should be translated and which languages
should not be translated. You can also set that the translation should happen
automatically.

Manage languages used for creating and editing documents, including proofing tools such as spelling and

oL grammar check.
I Language I English (United States) <preferred: Proofing installed -
Ease of Access [ Dutch (Metherlands) Proofing installed Add a Language...
French (France) Proofing installed
Advanced German (Germany) Proofing installed
Customize Ribbon Greek Proofing installed -
Quick Access Toolbar Install additional keyboards from Windows Settings
Add-ins Translation

Trust Center ived i
Choose how to handle messages received in other languages:

Always translate
® Ask me before translating

Mever translate

Translate messages into: | English -

Manage your languages. We won't offer to translate messages received in these languages.

English

Add a Language...

-

0K | | Cancel
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'fﬁfﬁg 4. FORWARDING EMAILS TO A TEAMS CHANNEL OR CHAT.
Forwarding emails to a Teams channel is now much easier: simply select the email
and, in the Home tab in the Teams group, click on the Share to Teams button.

/ Receive Folder View Help

File Home

El % s m E <) Reply @ @ ™ Move to: ? Ll Move Ftl
s ~ %5 Reply Al - —* To Manager ~| | B Rules~
Mew  New . Delete Archive é‘:, =P LE] Share to M7 £ g_l _ R Tags
Email Items ~ r%' ¥ — Forward EHEI = Teams E8m Emal - OneNate -
Mew Delete Respond Teams Quick Steps = Move
£
v Favorites All Unread ByDate v T Update Or
Inbox 10 Priya Roy - v
Sent ltems RE: Update Organization Chart Tue 10/26 B >ara
Dear Liam, Thanks for noticing the missing To €
Deleted Iterms T
Sarah Rodriguez [ Hello Liam,
wliam.miller@Soluziones... Preparation for weekly meeting Man 10/25
Dear Liam, We have now approved the current | just noticed th:
Inbox 10 . I
job application!
Drafts [36] w Two Weeks Ago

Regards,

Cant harnc ™~

* TIP

Alternatively, open the 3 point menu on the reading pane. Here you will also find
the function Share to Teams.

-

S G| S|

Share to Teams

Meeting

Reply with |M

Rephy All with [M
Forward as Attachment

Call >

K¢ [§ ol ol G &

Translate Message
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The dialog box Share to Teams will then open. Now search in the Share to field for
the channel where you want to post the email. If you enter the name of a person
or group instead, you can also send the email via the Teams Chat.

* Share to Microsoft Teams

Share to

fd934

Channels

S®%  ldeas Exchange
» v b Marketing

Then, click on Share.

* Share to Microsoft Teams &

Share to

¥ Marketing > Ideas Exchange X

Type a message

- Update Organization Chart

Sarah Rodriguez <sarah.rodriguez@5oluzionsSoriptonmicrosoft coms
Te Liam Miller

Fri, Oct 22, 2021 1:58 PM
Helle Liam,

| just noticed that Janet's photo is still missing from the company's organization chart. Just use the
one from her job application!

Regards,

)"
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* TIP

After you have clicked Share you will see a confirmation. A click on Go to Teams
will take you directly to the location where you shared the email in Teams.

Your email is on its way to Teams!

’Go to Teams
=N

;‘E 7 5. INSERT ALINKTO AFILE INTO AN EMAIL.

When you send a link to a file via email, the whole path will not be shown.
Instead, Outlook automatically shortens the link. This makes it easier for the
recipient to read. You can also set document permissions for the link.

When you add a link to a OneDrive or SharePoint file to an email, the file path will
no longer be shown in its entirety. Instead, only the name of the file will be
shown.
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File Message Insert Options Format Text I
fﬁ o Calibri (Bod ~ 11 ~ A~ A" =«
Pﬂ:'te ﬁFormat Painter B I U £ - ﬁ i IEI =
Clipboard ] Basic Text
l—l" To
Send Cc
Subject

[Appo]ntme nt Confirmation.docx (sharepoint.com ﬂ]

You can change the access permissions for the file directly in the email. To do so,
click on the link. The button that then appears shows the set permissions for the
link. To select a different access permission, click this button.

2 O =
File Message Insert Options Format Text Review He
|j11 Calibri (Bod ~| 11~ A" A" i=+ =+ B
&
Paste = —= | = 3=
B I |U|l &+ A = = | €= 3=
e ﬁFormatPainter — IEI == ==
Clipboard [ Basic Text [
E‘ To
Send Ce

Subject

Appointment Cnnﬁrmation.docod (sha repcint.cnm}'

@ People with existing access can use the >
link
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The dialog box Link settings will then open. Select the permission you want for

your link.
i I
NJ X
Link settings
1 Who would you like this link to work for?
Learn more
Anyone with the link
People in your organization with the
link
Recipients of this message
People with existing access -
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