Outlook 2010 to Outlook 365

From 1st May 2022, our Microsoft Outlook 2010 will cease to function. We will be using Outlook 365 and this Quick Reference Guide is to help
you identify the main changes from the old system to the new 365.
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Outlook 2010 to Outlook 365

Quick Action Toolbar — Send/Receive

Outlook 2010 Outlook 365
Accessed via File Tab Accessed via Send/Receive Tab on the Ribbon
Quick Access Toolbar (QAT)
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ﬁ____ Customize Quick Access Toolbar File Home  Send f Receive Folder  View
.] — Print .-fx_ﬁ! (= Update Folder =
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- Update Folder All Folders = Send/Receive Groups ~ Progress
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* Favorites Back \ |
----------------- Forward \
4 Janice.Pet Delete Send/Receive All Folders New N
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Outlook 2010 to Outlook 365

) Office 365

Clean Up Tools

Outlook 365

Accessed via File Tab

Save As

193 save Attachments

2 File>Info
o

&

Info

Open | Upgrade in Progress

Your mailbox is currently being optimized as part of upgrading to Outlook 2010. This one
time process may take over 15 minutes and perfarmance may be affected while the

Print 5 3 =
optimization is in progress.
Help
Upgrade Qutlock Connector
] options IC) b -
= ou must upgrade to the latest version of Qutlook Hotmail
B et 8 Connector to continue using this e-mail account.

Upgrade Now

_ Account Settings
;“;ll
Account
Settings ~

Automatic Replies (Out of Office)
Use automatic replies to notify others that you are out of office, on vacation, or not
available to respond to e-mail messages.

Mailbox Cleanup
Manage the size of your mailbox by emptying Deleted ltems and
archiving.

Cleanup

Accessed via File
{n} Info
Open & Export

Save As
Save Attachments

Print

Tools

Tools - F

Clean Up Tools

—=ll Mailbox Cleanup...
5¥ Manage mailbox size with
advanced tools.

pr— Info
a janice pettitt1@nhs.net
Microsoft Exchange
+ Add Account

/O Account Settings
EeH

Change settings for this account or set up mare
Account ronnections.
Settings ~ -

Access this account on the web.

https://outlook.office365.com/owa/nhs.n

= Getthe Outlook app for i05 or Android.

’] Automatic Replies (Out of Office)
= Use automatic replies to notify others that you are out of off
Automatic not available to respond to email messages,
Replies
= Mailbox Settings
¥ Manage the size of your mailbox by emptying Deleted Ite
r Tools
v |
D) GRfraenf AGR

Mailbox Cleanup....
Tz s

Manage mailbox size with

advanced tools. . . .
help organize your incoming email

@ Empty Deleted ltems Folder = added, changed, or removed,
Permanently delete all items
in the Deleted ltems folder.
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Outlook 2010 to Outlook 365

) Office 365
Import/Export
o) 3
/Outlook 2010 Outlook 365
Accessed via File Tab Accessed via File
Open & Export
File. l Home Send / Receive Folder View Add-Ins
File>Ope Save As O pe N
a {3 Open Calendar _
Ba Save Attachments pamonsy — Open a calendar file in Outlook (ics, .ves). {n Info
T
. = Open Calendar
Open & Export ﬁ Open a calendar file in Outlook (ics, wes)
: Open
Open 4 6\1 Open Outlook Data File pel
N [ Open an Qutlook data file (.pst). Calendar
Print - Save As
Open Outlook Data File
ielb d (v g e Open an Outlock data file (.pst).
Import files, settings, and R35 Feeds into Qutlook, Open Outlook
:] Options ﬁ Print Data File
£ Eat
~ Other User's Folder
—  Open afolder shared by another user. < ImporUExport
;ﬁf — Import or export files and settings.
Import/Export
Import
Import/Export
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Outlook 2010 to Outlook 365 @ Office 365

Checking for Updates

Outlook 365

Accessed via File Tab Accessed via File

File | Home Send / Receive Folder View Add-Ins

(o) Info
Save As —y— User Information Product Information
] Support Bl
@g Save Attachments [ | MICI’OSOft
File>Hel Microsoft Office Help Save As
P ; Change photo .
p Info Get help using Microsoft Office. e Attachments About me Subseription Product
Sign out Microsoft 365 Apps for enterprise
Open Print Switch account

This product contains

Getting Started Account Privacy JIEoG0II

Update Options

Print See what's new ancll find resources to help you ‘ Manage Account ‘ ‘ Change License ‘
learn the basics quickly.
Help 4 Office Background: I:f‘ Office
2 opn Contact Us Circles and Stripes Upd < are automatically downloaded and installed|
E ions .
2 Let us know if you need help or how we can malgl Office Theme: Options ¥
B e better I

3 About QOutlook

Connected Services: L Learn more about Outlaak, Support, Praduct ID, and|
Tools for Working With Office About Version 2202 (Build 14931.20120 Click-to-R
g & OneDrive - NHS Outoak | om0 O feleto-fun)
ricenettit @ahenet urrent Channel
Options Janice.pert
°— Customize language, display, and other prograr ) - B Sites - NHS ﬁ What's New
_— —— janice.pettitt] @nhs.net See the most recently installed updates,
| settings. File>Office Account bl
New
g Check for Updates
Get the latest updates available for Microsoft

l_ﬁ Office. -

Office Account

Check for Updates
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Outlook 2010 to Outlook 365 @ Office 365

Help

Outlook 365

Accessed via Help tab on the Ribbon

Home Send / Receive Folder View Add-Ins
B save As
Support
@Q Save Attachments
Microsoft Office Help . i . .
Info 9 Get help using Microsoft Office. File Home  Send / Receive Folder View Add-ins Help

File>Help

@R H & &85 LEH

Getting Started
irmt [ ‘“"4 ::,nphaé,.:fc‘:':Icllc?:m resources to help you Help Contact Troubleshoot Feedback Suggest Show What's Support
e 7 ¥ e e Support aFeature Training Mew  Tool
4
E (@ Contact Us ‘ Help
) GienE o] Let us know if you need help or how we can make
i Office better.
9 Exit & :
Support>Options
Tools for Working With Office
Options
o — Customize language, display, and other program
. settings.
Help
@ Check for Updates
Get the latest updates available for Microsoft
: Office.
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