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o Delete
e Archive Ea B¢ \1f
e Pin (not available in Classic Outlook)
e Mark as Read/Unread

e Flag

e Move to a Folder
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You can take other quick actions by using the context menu, to create a task, categorize, or snooze your message.

Updating Quick Actions

If you would like to change the options, take the following steps.

Quick actions 1. Go to Settings.
Customize your most frequently used actions. Quick actions appear beside sender names .
an(\lsub_iecthnesm ytnurmessage [ o 2. Go to Mail.
ISP 3. Go to Customize Actions.
4. Modify your options.
il Delete 1 Mark as read or unread X
[ S archive P Flag 5. Click Save.
[ < pin B3 Move to a folder o
8 )5 oot 6. Close Settings.
In Classic Outlook, follow these steps:
Quick Actions ? *®
1. Hover and right C|iCk to see the COI’]teXt menu. You can customize what happens to items in your inbox when you hover over them.
R . Quick Action 1: | Delete |~ | Quick Action 2: | Flag/Clear Flag -
2. Select Set Quick Actions.... None
. Archive S
3. Inthe Quick Actions dialog box that appears, Delete | ok | [ cancel |
Move
. . . TwFTEnTTCCT— o] T TTerzUTE T
choose the two Quick Actions you would like to " o/ Clear Flog I

use.

Delete is always present in Classic Outlook.
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Hover Actions in Gmail

You can access similar functionality in Gmail by using Hover Action.

You have these options:

e Archive
e Delete

e Mark as Read/Unread

e Snooze

Turn off Hover Actions by going to General tab in Settings. Unlike in Outlook, you are not able to modify your

options.
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Quick Steps

Quick Steps automate common tasks by letting you
apply multiple actions at the same time to an email

message.

Classic Outlook

2 Forward to: E‘J’] Move to: ?

~2 To Manager ™ Team Email

~/ Done 6) Reply & Delete |+
Quick Steps &

I
Manage Quick Steps

Create, edit, delete, and rearrange
quick steps.

You can use Quick steps when you would like to execute several steps at once or you want to apply a greater

level of customization to single step actions you take frequently.

Classic Outlook has several default Quick Steps that you can customize, or you can create a custom Quick Step.

Here is a list of the default Quick Steps:

e Move to: Allows you to move the selected message to a mail folder that you specify and mark the

message as read.

e To Manager: Allows you to forward a message to your manager.

e Team Email: Allows you to forward the message to others in your team.

e Done: Allows you to move the message to a folder, marking it as complete and read.

e Reply & Delete: Allows you to open a reply to the selected message, and then delete the original

message.

Manage Quick Steps ? X

Quick step: Description:

«j Reply Al

Create a task with t..

Actions:
Demo Emails - outl...

To Manager Tooltip:

4
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B TeamEma

6) Reply, Categorize, ...
~/ Done
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Reply & Delete

To Manager
=

—> Forward

Shortcut key:  None

Forwards the selected email to your

manager.

Edit

T l, New~

Reset to Defaults

Duplicate

Delete

To modify a default or any existing Quick Step, take
these steps:

1.

On the Home tab, in the Quick Steps group,
click the expand icon.

In the Manage Quick Steps dialog box, select a
Quick step.

Click Edit.

In the Edit Quick Step dialog box, configure the
action.

Click Save.

If the default quick steps don’t meet your needs, you can create a new Quick Step from a Template or create a

custom Quick Step.
Templates include:

e Move to Folder
e Categorize and Move
e Flag and Move

¢ New email to
e Forward to
e New Meeting with
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You can select New from the Quick Step menu or Custom from the Manage Quick Steps dialog box new
dropdown to build a quick step entirely from scratch.

There are 24 options that you can mix and
match from the following categories:

e Filing,

e Change Status,

o (Categories,

e Respond,

e Appointment, and
e Conversations.

New Outlook or Outlook on the Web

There are no default Quick Steps or Templates
in Outlook on the Web, instead you start from
a blank slate.

To get started, follow these steps:

Manage Quick Steps ? X
Quick step: Description:
Create a task with te... |j Create a task with text of message
¥] Filed Emails
o Actions: [2] Create a task with text of message
2 ToManager EE Categorize message
B Team Email ] Move to folder
€5 Reply, Categorize, Shortcut key:  None
Tooltip: None
v Done Lol K
€5 Reply & Delete
Edit Duplicate Delete
|, New~
U] Move to Folder
B8 Categorize and Move
Reset to De| oK Cancel
2 Flag and Move

=] New email to:
—> Forward to:
[:n_q' New Meeting with:

*“ Custo

e Go to the Quick Steps group on the Home tab.
e There you can directly open the Settings menu by clicking Manage Quick Steps.
e From the Quick Steps Settings menu, click +New Quick Step.

e Provide a name.

e Select one or more of 20 available actions.
e (Optional) Assign a Keyboard Shortcut and Description.

e C(Click Save and close Settings.

To modify a Quick Step, take these actions:

Eﬂ < Sweep i -

() P2 Rules - J Dema Qui... 5 °
Move
Mow
* &) Demo Quick Step L
[
| 23 Manage quick steps

Subject L4

On the Home tab, select Manage Quick Steps from the Quick
Steps group.

Select the edit icon on the Quick Steps Settings page.

On the Quick Step edit page, modify the action.

Click Save and Close Settings.
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Rainwater Growth, LLC

Rainwater Growth is your source for quality, affordable training, and research. Our mission is to provide free
and low-cost training for individuals, small businesses, and non-profits.

Check out our website to read our blog to learn and explore sources of free and low-cost training, to invest in
custom training, or to get a quote for technology research.

Website: https://www.rainwatergrowth.com

You can also join our Meetup group, Workshops and Reading, to learn about upcoming free training courses
from a variety of vendors.

On our Eventbrite page, you can find out about our upcoming interactive live training classes.

https://rainwatergrowth.eventbrite.com

Finally, you can follow us on Flipboard or LinkedIn to catch-up on the latest tech news and tutorials.

e Flipboard: https://flipboard.com/@RainwaterGrowth
e LinkedIn: https://www.linkedin.com/company/rainwater-growth-training-and-consulting/
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