12 Reasons Why Users Preter
Outlook over Gmail at work
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1. Hub to get work done, consistently

Users tell us how they love the Gmail frequently tries a new experience,
consistent experience of Outlook since it requiring users to learn new interface.

gets them going on their task without
much thinking.
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1. Hub to get work done, consistently
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2. Offline access to all of your email

available when the user is not connected and only past month’s email is available

With Outlook, all of their email is Gmail Offline only runs in some browsers
to the internet @ when you're offline
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2. Offline access to all of your email
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2. Offline access to all of your email

M M

Gmail Offline Gmail
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Gmail Offline only runs in some browsers
and only past month’s email is available
when you're offline

] Office 365



3. Organize email in multiple ways

Outlook allows users to organize email With Gmail users can only
in several ways - folders, arrange folders organize email using labels

however they wish, categories
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3. Organize email in multiple ways
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3. Organize email in multiple ways
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4. Categorize different items to stay organized

Users have the ability to assign With Gmail, users are only able to
categories and color code emails, tasks categorize their email or color code
and events in Outlook the events
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4. Categorize different items to stay organized
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4. Categorize different items to stay organized
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With Gmail, users are only able to
categorize their email or color code
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5. Find email in more ways

ways — look in Folders, Sort By different need to know what you are looking for.

Outlook allows you to find emails in multiple Gmail only allows you to search, so you
columns, Search, Search folders
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5. Find email in more ways

Outlook allows you to find emails in multiple
ways — look in Folders, Sort By different
columns, Search, Search folders
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5. Find email in more ways

GOUSle “ Katiej@abcxyz0.mygbiz com =

Mail - ) N s W7 )] | BT Gmail only allows you to search, so you

— e Computer s Hiate e 157om need to know what you are looking for.
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0. Flag important emails for follow up

important when sending and add important before sending or flag for

Outlook allows you to flag an email as In Gmail, you cannot mark emails
reminders for follow up @ follow up with reminders
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0. Flag important emails for follow up

T OPTIONS FORMAT TEXT REVIEW
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/. Rules — Stay organized and up to date

Users use rules in Outlook to move items

to various folders, assign categories and Gmail has Filters, but the actions you can

setup notifications to stay organized and take after you filter these emails is limited
up-to-date
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/. Rules — Stay organized and up to date

Users use rules in Outlook to move items

to various folders, assign categories and

setup notifications to stay organized and
up-to-date

MNorthwind Proposal - Message (HTML)

VoSue W P gL #ew
Always Move Messages From: Alex Darrow Relat
Move slate
v ‘m= CreateRule.. - [ Selec
& Editing

15 Manage Rules & Alerts...

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

¥ Move messages from someone to a folder

P’ Move messages with specific words in the subject to a folder
Move messages sent to a public group to a folder
|b Flag messages from someone for follow-up
’ Move Microsoft InfoPath forms of a specific type to a folder
¥ Move RSS items from a specific RS5 Feed to a folder
Stay Up to Date
Display mail from someone in the New ltem Alert Window
<) Play a sound when | get messages from someane
@ Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
*E] Apply rule on messages | send

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives
from people or public group
maove it to the specified folder

and stop processing more rules

Example: Move mail from my manager to my High Importance folder

E-mail Rules | Manage Alerts

Apply changes to this folder: ‘ Inbox [david @office365herol.onmicrosoft. com]

;-7 Mew Rule.. Change Rule ~ E@gnpy..‘ xgelete 4w RunRules Now... Options

|Rule (applied in the order shown) |.ﬂcﬁon5

Garret Vargas (dient-only)

>

Rule description (click an underlined value to edit):

Apply this rule after the message arrives

from Garret Vargas
and sent to David Alexander

flag messageforéFoHow up Today:

D Enable rules on all messages downloaded from RSS Feeds

- < Back Net> | | Finish

|| Cancel ||

Apply
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/. Rules — Stay organized and up to date

bels Inbox Accounts Filters Forwarding and POP/IMAP Cha

filters are applied to all incoming mail:

iej@anybody.... P + Share n - ne

Delete

1-120f12 < > -

Display mode: d
v Touch-enabled

| Fier x Gmail has Filters, but the actions you can
share with Joe by Comfortable F :
rom . . . . .
e ooy = _ take after you filter these emails is limited
gle+, Katie! Share jsmith@anybody.mygbiz.com,
Compact
it me know if you n To pormad
Configure inbox katiej@anybody.mygbiz_com,
em, and continue
Settings Subject
Can we review thy Themes
rosoft Information Send feedback Has the words
Import
_ Help account
s a doctor's appoi _ _
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Soogle
Has attachment
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8. Rich contact information

organization, photos, online status, contact information

Outlook lets users view job titles, Gmail onlv ai ' basi
departments, hierarchy in the @ mail only gives users basiC
schedules and more
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8. Rich contact information

Robin Counts Robin Counts
Available - Video Capable Available - Video Capable

Director of Marketing, Sales & Marketing Director of Marketing, Sales & Marketing

100 ®©® - OO ®©® -

:

| CONTACT ORGANIZATION ~WHATSNEW = MEMBERSHIP CONTACT = ORGANIZATION WHAT'SNEW  MEMBERSHIP

Calendar Current Time Zone ’ Anne Wallace [+]

2:07 PM 2w President

|:| Free until 5:00 PM Pacific Daylight Time Manager
Outlook lets users view job titles, S S
. . RobinC@Office365Herol.onmicrosoft.... Link Contacts... " Robin Counts
d epa rtments, h I era rC hy I n the ? ﬁ Director of Marketing
’ . ) Call Work Office Direct Reports B
organization, photos, online status, s o -

schedules and more pe

Robin Counts -
Available - Video Capable =
Director of Marketing, Sales 8 Marketing

PO ®© e

CONTACT  ORGANIZATION ~ WHAT'S MEW ~ MEMBERSHIP

All Employees
Executives
Sales Team

Tailspin Toys
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8. Rich contact information

Katie J
katiej@anybody.mygbiz.com
Anybody MygBiz

Contactinfo Emails [ I+ | v

Gmail only gives users’ basic

Katie J } .
contact information

Director of marketing . Anybody MygBiz

My Contacts O Friends

katiej@anybody_mygbiz.com
Work katiej@anybody_mygbiz.com
Add email

Work B - 054-555-0118
Maobile B 954-111-1111
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9. Schedule meeting resources

availability for and schedule, meeting availability for meeting resources.

Outlook allows you to see @ In Gmail you do cannot see the
rooms and projectors
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9. Schedule meeting resources

Outlook allows you to see

availability for and schedule, meeting

rooms and projectors

ons

Q -

Appointment Scheduling Meeting Categorize ~ Zoom Start
Assistant Meeting Notes Invitation &- st Room Finder - v Inking
Show Lync Meeting Meeting Motes Attendees Options ] Tags Zoom Ink -~

Lync

U haven't sent this meeting invitation yet.

Cancel

—
OIS LUTIES

Room Finder %

david@ office365herol.onmicrosoft.com ~
4 September 2013 B
| Robin Counts; | | katie Jordan; | | Conf Room Baker | Su Mo Tu We Th Fr Sa
25 26 27 28 29 30 31
Subject |Marketing meeting | 132 3 4 5 § 7
! [2] 2 10 11 12 13 14
Location Conf Room Baker| 15 16 17 18 19 20 21
Start time |Tue9..'10f2013 | |12:oo P | [] ANl day event g ig 2 25 z?s 27 28
Endtime | Tue9/10/2013 M| 1230 .
[ |cood [ |Fair [ Poor
Show a room list:
|Custom v|
Choose an available room:
Mone
Conf Room Baker
X — = - 75 N @ Time Zones .... !
Delete € - Appointment Scheduling Lync Meeting Cancel Categorize
Assistant Meeting MNotes Invitation a- 2% Room Finder -
Actions Show Lync Meeting Meeting Motes Attendees Options P Tags
‘=l send Q |1|}G‘35 ,| Tuesday, September 10, 2013 Room
4:00 00 AM 900 10:00 11:00 12:00 PM 1:00 2:00 3:00
B, | All Attendees 0 o | ] s 4 sepl
2 | David Alexander Weeky cally Project 1 Su Mo T
@  Robin Counts 25 26 2
@  Kate Jordan — I -
3 | | ConfRoom Baker 5
Click here to add a name 15 16 1]
22 23 2
20 30 1
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9. Schedule meeting resources

Marketing Team Meeting

Ti2972013 9-00am to 10:00am Ti2972013 Time zone

L] Al day Repeat- Weekly on Monday Edit

Event details Find a time

3 In Gmail you do cannot see the
availability for meeting resources.

2o call, upgrade to Google+ | Remove

Calendar |abc xy=z

Description

Meeting to discuss marketing activities

Attachment Add attachment

Event color . | . . . .
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10. Mail Tips

large distribution lists or to people with

Outlook alerts you before sending to @ Gmail doesn't alert you like this.
automatic responses
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10. Mail Tips

Outlook alerts you before sending to
large distribution lists or to people with
automatic responses

L I Untitle age (HTML)

MESSAGE IMSERT OPTIONS FORMATT REVIEW

o Some members of All Employees X are outside of your organization.
All Employees X contains about 27 recipients,
Garth Fort X : Automatic reply: "l am currently on vacation.”

From - david@office365herol.onmicrosoft.com

% Garth Fort; Executives; All

Send
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11. Ignore Conversations

Outlook makes it easy to move Gmail all . .
irrelevant emails out of Inbox by mal ?. OWs yOL;. O.tméj N
ignoring conversations or cleaning conversations in a fimited way

them up
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11. Ignore Conversations

Outlook makes it easy to move
irrelevant emails out of Inbox by
ignoring conversations or cleaning
them up
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11. Ignore Conversations

= ~ a (1] [} m- - More ~ .
S Gmail allows you to mute

&a Primary 22 Social Mark as not impaortant o U COnversathﬂS |n a Ilm'ted Way

Add to Tasks

v Joe Smith FYI: Sports schedule - Here is th Add star talked about. thanks
Joe Smith Unable to access Drive - Hi Katie Filter messages like these
Mute
Joe Smith Hope you are all setupinthe systoeooeee oo .., help getting started
David Alexander Fxpense repods - Yes please yse the gld system and continye to submit receiots yntil fur

] Office 365



12. Delegate Permissions

folders and calendar to manage on behalf capabilities around permissions

Outlook allows you to delegate access to @ Gmail and Google Calendar have limited
of you with different levels of permission.
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12. Delegate Permissions
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12. Delegate Permissions

\_-.OUS[E Search Calendar “ katiej@anybody.my)

Katie J Details
Calendar Details  Share this Calendar Reminders and notifications
« Back to calendar . . .
| | Gmail and Google Calendar have limited
Share this calendar with others Learn maore

e ny e e 39 [ capabilities around permissions

| Share this calendar with everyone in the organization ABCD | See all event details u

See all event details

Share with specific people See only free/busy (hide details)
Person Permission Settings

Enter email address | See all event details E‘ | Add Person
"katiej@anybody.mygbiz.com" <katiej@anybody.mygbiz.com> Make changes AND manage sharing

« Back to calendar
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