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2. Click the More arrow 3. Navigate to 4. Select New
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Email

{Outlook Quick Steps Series}

Inbox - brentschneider@leveragelean.com - Qutloock Inbox - brentschneider@I|y Move to Folder...

Categorize & Move...

[ []]
v  Developer Help Q Tell me what you want to do Developer Help Q
_ > Flag & Move...

(3 To Manager N Y Move - > " Ne (3 To Manager 7 New E-mail To...
v/ Done P Brc +/ Done s
Q Forward To...

Tags
N @ Reply & Delete

(2 Reply & Delete i ‘=7 Rules - -
§ Create New R New Meeting..

Quick Steps Pl Maove |

- N ick St y ¥ Custom..
il O Ut | O O k box £ | curren More . New Quick Step I
|E) Manage Quick Steps..

Quick Steps gives you the ability to
- take multiple actions in one click.
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First Time Setup

5. From the First Time First Time Setup AR
After this Quick Step is created, you do not have to enter this information again.
Setup popup complete 4 e -|
. Mame: |Mew email to:
the Name and To fields. If

you want your Quick Step e
to do more click Options NewMessage | Tow |

| Finish | | Cancel ‘
Lo o
Click here to add more actions, change the icon, or add a tooltip.

6. The Edit Quick Step Edit Quick Step
popup will appear where
MName:
you can enter a name for [ —"| [pepartment Email
your new Quick Step
Edit the actions the quick step performs,
7. Under the New e
Message action enter in (=7 New Message v| X
the ema” reC|p|entS Ta.. IIeverageIean@ou‘tIook.com; Ieveragelean@gmail.com;|
Show Options ¥
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8. Click Show Options.
More email settings will
display that can be
adjusted

9. Update the Subject
with [Attention
Department]

10. In the Text field enter

in Hello Department,

[=7 Mew Message

R

To.. IIeverageIean@ou‘tlook.com' leveragelean@gmail.com

Show Options

W
hod

To.. IIeveraueIean@ou‘tlookcom' leveragelean@gmail.com

Hide Options =&

Add Cc  Add Bee

Subject: |[Attent|'on Department]|

Elag: ‘ Mo Flag
Importance: ‘ Mo Change

Text:

|:| Automatically send after 1 minute delay.

Add Cc  Add Bee

Subject: |[Attent|'on Department]

Elag: ‘ Mo Flag
Importance: ‘ Mo Change

Text: Hello Department,

|:| Automatically send after 1 minute delay.




Optional

11. Select a Shortcut key | stertatkey: |choose a shortcu ]

. . Tooltip text:  |send an email to the Department]
and enter a description
in the Tooltip text field |

L
o 12 Click 13. A new email appears with
. kISC yournew the email recipients, subject
Quick Step field and email body updated

From™ | brentschneider@leveragelean.com
=1 Department Em... % T
9 To... |Ieverage|ean@ou‘tlook.com' leveragelean@gmail.com
To Manager N

n
l I l I I v/ Done M{':-ve e Ce |

. . ! = Subject [Attention Department]
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— Send an email to the Department h—lello Department,

Stay Awesome,
Brent Schneider

1 brentschneider@l lean.
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Leverage & Lean LLC




Thanks for reading Stay Awesome!
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https://leveragelean.com/
https://www.facebook.com/LeverageLean/
https://www.instagram.com/leveragelean/
https://www.linkedin.com/in/brentschneider-leveragelean/
https://twitter.com/LeverageLean
https://www.youtube.com/channel/UC2SDu9AmSI7Ih6e9VLLFsLA?view_as=subscriber

