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Introduction 

Microsoft Outlook is a powerful tool that can help you stay organized and productive. However, with its many 

features and options, it can also be overwhelming. This blog post will provide you with tips and tricks for 

organizing your email and calendar in Outlook. 

Using Folders and Subfolders 

One of the best ways to organize your email is to use folders and subfolders. This will help you keep your 

email organized by project, client, or topic. To create a new folder, simply right-click on your inbox or any 

existing folder and select "New Folder." 

Creating Rules 

Rules allow you to automate the organization of your email. For example, you can create a rule to move all 

emails from a particular sender to a specific folder. To create a rule, click on the "Rules" tab and then select 

"New Rule." 

Using the To-Do Bar 

The To-Do Bar is a great way to keep track of your tasks. You can add tasks to the To-Do Bar from your 

email, calendar, or contacts. You can also set due dates and priorities for your tasks. 

Using Categories 

Categories are another way to organize your email. You can assign categories to emails based on project, 

client, or topic. To assign a category to an email, simply click on the "Categorize" button and then select the 

desired category. 

Using Quick Steps 

Quick Steps are a great way to automate common tasks. For example, you can create a Quick Step to move an 

email to a specific folder and mark it as read. To create a Quick Step, click on the "Quick Steps" button and 

then select "Create Quick Step." 

Taming Your Inbox with the Four Ds 

The four Ds of inbox management are: 

• Delete: Delete any emails that you don't need. 

• Delegate: Delegate any emails that you can't handle yourself. 

• Do: Deal with any emails that require action. 

• Defer: Defer any emails that you can't deal with right now. 

Daily Review: Managing Your Time and Tasks 

It's important to review your email and calendar on a daily basis. This will help you stay on top of your tasks 

and avoid feeling overwhelmed. 

Tasks: Doing Your Work 
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The Tasks feature in Outlook is a great way to keep track of your tasks. You can add tasks to the Tasks list 

from your email, calendar, or contacts. You can also set due dates and priorities for your tasks. 

Find That Message: Searching Effectively 

Outlook has a powerful search feature that can help you find any email that you need. To search for an email, 

simply type in the search bar what you're looking for. 

Writing Great Email Messages 

There are a few things you can do to write great email messages. First, keep your messages concise and to the 

point. Second, use a clear and professional tone. Third, proofread your messages carefully before sending 

them. 

Calendar and Meetings 

Outlook's calendar is a great way to keep track of your appointments and events. You can add events to your 

calendar from your email, contacts, or tasks. You can also set reminders for your events. 

Contacts 

Outlook's contacts list is a great way to keep track of your contacts' information. You can add contacts to your 

contacts list from your email, calendar, or tasks. You can also import contacts from other sources. 

Frequently Asked Questions 

Here are some frequently asked questions about Outlook organization: 

• How do I create a new folder?  

o Right-click on your inbox or any existing folder and select "New Folder." 

• How do I create a rule?  

o Click on the "Rules" tab and then select "New Rule." 

• How do I use the To-Do Bar?  

o You can add tasks to the To-Do Bar from your email, calendar, or contacts. You can also set 

due dates and priorities for your tasks. 

• How do I use categories?  

o You can assign categories to emails based on project, client, or topic. To assign a category to 

an email, simply click on the "Categorize" button and then select the desired category. 

• How do I create a Quick Step?  

o Click on the "Quick Steps" button and then select "Create Quick Step." 

Conclusion 

By following these tips, you can organize your email and calendar in Outlook and become more productive. 

 


