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Quick steps are mini templates that are specific to you. You can create a quick step for pretty much anything that

you can do in Outlook e.g. forward emails to another member of staff. The quick step is great if there is something
you do regularly from within Outlook, such as you send out similarly worded emails regularly or the same calendar
invitations.

Quick Steps appear on the Home tab of the main Outlook page and comes pre-set with a

couple of examples such as To Manager. 3 To Manager
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Add actions below that will be performed when this quick step is dicked on.
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e Click on the Choose Action drop down and select
Choose an Acton at you want the Quick Step to do e.g. forward
e email/create new appointment etc.
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Test your Quick Step by clicking on it in the Quick Step menu.
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[ Automatically send after 1 minute delay.
New Quick Step

Manage Quick Steps...
Subject

Optional

Shortcut key:  |Choose a shorirutEl

Add Gallery to Quick Access Toolbar

Tooltip text:  |This text wil show up when the mouse hovers over the quick step.

Quick Step dialogue box or Delete to remove it.



