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Email Management - Outlook

• Outlook is Desktop based tool for Email 
M tManagement

• Emails are downloaded in INBOX and available for further 
usageusage

• Multiple Email accounts can be configured into single 
instance of Outlook

• Multiple data (PST) files can be configured 
• Email account can be mapped to data file

D t  fil   t i t d l  b  St  it• Data files are restricted only by Storage capacity
• Calendar, Contacts, Task and Notes functions are in-built 
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Inbox
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Email accounts and data file
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Gmail account
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Organise

• Organise using Colours, 
Colour code on basis of “From Sender”– Colour code on basis of “From - Sender”

– Colour code on basis of “To – Receipient”
• Organise in Folders and sub-foldersOrganise in Folders and sub folders
• Flag for Follow-up 
• Search and Advance Search
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Organise using Colours
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Organise using Folders
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Search

5/17/2016 Email Management - Outlook 10



Advance Search
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Rules and Alerts

• Outlook offers Rules and Alerts to Organise data, events, 
taskstasks

• Alerts – Email from a particular id 
• Rules – offer wide spectrum option to Managep p g

– Rule to file Email to pre-defined Folder
– Rule to auto-forward 
– Rule to Schedule/ flag for follow-up
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Rules and Alerts
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Rules and Alerts
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Rules and Alerts
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Rules and Alerts
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Rules and Alerts
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Archive
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Archive - Folder
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Email Management - Gmail

• Gmail is Web based tool for Email Management 
(li it d Offli  f ti   il bl )(limited Offline functions are available)

• Multiple Email accounts can be configured into single 
instance of Outlookinstance of Outlook

• 15GB space is allocated free of cost
• Contacts and Tasks are in-built
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Inbox
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Organise

• Emails can be organised using Label
Each Label can be viewed as Folder• Each Label can be viewed as Folder

• Filters can be created to automat Labeling Email as 
received

• Flag for Follow-up 
• Search and Advance Search
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Organise using Label
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Organise using Label
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Organise using Filter
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Search
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Advance Search
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Advance Search
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EMAIL Management

Thank you,y ,
Uday Shah


