
Microsoft 365 Insights – How to Open



Purpose: Use this Job Aid to open your Microsoft 365 Insights panel.

	Steps
	Details

	1. Open from the Outlook desktop app
	a. Open the Home ribbon of Microsoft Outlook.
b. Select the Insights icon.
[image: Insights icon]

	2. Open from the Outlook web app
	a. Open Outlook on the web.
b. Open an email message.
c. Select the ellipsis (...) in the top-right corner of your email message, and then select Insights.
[image: Insights in OWA]

	3. Pin to your quick access pane
	a. In Outlook on the web, select the Settings icon.	
[image: OWA Settings pane]
b. In Settings, select View all Outlook Settings.
c. Confirm Mail is selected in the left pane, and in the center pane, select Customize actions.
[image: Customize actions]
d. In the right pane, in the Message surface area, select Insights.
[image: Message surface/Insights]
e. In the right pane, in the Toolbar area, select Insights.
[image: Toolbar/Insights]
f. Save your new settings.
[image: Save settings]





Microsoft 365 Insights – How to Use



Purpose: Use this Job Aid to customize your Microsoft Office 365 Insights panel.

	Steps
	Details

	1. Prepare for your meetings
	Prepare for your meetings shows you a list of upcoming meetings that you've organized or that you've been invited to. This insight helps you decide whether each meeting is ready to go.
a. On the Insights panel, locate Prepare for your meetings. This insight tells you about meetings that you've organized or were invited to for this week and next week (up to 10 business days in the future) and it helps you evaluate the state of those meetings.
[image: Prepare for your meetings]
b. Select Prepare for your meetings to see an insight for each of your upcoming meetings. If you are an invitee to meeting, you will see an insight such as this:
[image: Prep for meetings (as invitee)]
If you are the meeting organizer, you will see an insight such as this:
[image: Prep for meetings (as organizer)]

	2. Track email and document open rates
	Insights can tell you how many people have opened your email and the average time they spent reading that email.
a. If the Insights pane isn't already open, select the Insights icon in the Outlook Home ribbon to open it. If you see a "Welcome!" message, select Get started.
b. In Insights, select one of the following:
1. In-context email open rate - Shows read statistics for the sent email that you currently have open in Outlook. It also provides open rates for linked or attached documents that are stored in OneDrive for Business or SharePoint. In rare cases, the document open rate can be higher than the email open rate. This can happen when recipients open the document through sources other than the email in which it was shared.
[image: Doc open rate exceeds email open rate]
  2. Track email open rates - Shows read statistics for all sent emails.
[image: Track email open rates]
c. The option you selected shows the email subject line and a summary of the open rate, the open rate (sometimes expressed as a percentage), and the number of forwards.

	3. View outstanding tasks
	Make sure nothing falls through the cracks by seeing reminders of tasks that you've agreed to do.
a. In the Insights pane, select View outstanding tasks.	
[image: Test email - read stats]
b. This opens a panel that displays insights for each of your suggested outstanding tasks.
[image: Suggested tasks]

	4. Follow up on your requests
	Receive reminders to follow up on commitments made by your colleagues or on requests that you have made.
a. In the Insights pane, select Follow up on your requests.
[image: Follow up on your requests]
b. This opens a panel that displays insights for each of your suggested follow-up tasks.
[image: Follow ups]

	5. Book time to focus
	Protect time for focused work and minimize notifications (and thus distractions).
a. In the Insights pane, select Book time to focus. This insight appears if your calendar has time available during your working hours that is not blocked by meetings or appointments.
[image: Book time to focus]
b. This opens a panel that displays all the time available to focus in the coming week, with a couple of available slots every day. 

	6. Catch up on email
	Cut through the clutter with a summary of unread email from your more important contacts.
a. In the Insights pane, select Catch up on email.
[image: Catch up on email]
b. This opens a panel that displays insights for each of your important unread emails:
[image: Unread important email]

	7. Catch up on documents
	See a list of shared OneDrive and SharePoint documents that you need to catch up on.
a. In the Insights pane, select Catch up on documents:	
[image: Catch up on documents]
b. This opens a panel that displays insights for each document shared with you in the last 14 days that you have not yet opened.
[image: Unread shared documents]

	8. Add important people
	Manage your list of important contacts. You'll see reminders when you have tasks to complete for these people or unread emails from them.
a. In the Insights pane, select Add important people:
[image: Add important people]
b. This opens a panel with suggestions to mark a recommended contact as important:
[image: Important people]

	9. Set lunch hours
	Use this card to protect your lunch hours and personalize your insights.
a. In the Insights pane, select Settings.
b. In the Set lunch hours area, select the edit (pencil) option.
c. Change the values in the Start and/or End fields.
d. Select Update.
e. To set lunch hours through the Lunch Hours card, in the Insights pane, locate Set lunch hours:
[image: Set your lunch hours]

	10. Plan your time away
	Use this card to plan your time away from work.
a. If the Insights pane isn't shown, select the Insights icon on your Outlook Home ribbon.
b. In the Insights pane, select Plan your time away to see a checklist of planning options.
c. Select dates - Select Start and End dates for when you'll be out of office, and then select Schedule, which sets up an Out-Of-Office appointment on your calendar for the selected dates. Updating your calendar with out-of-office information is a best practice that’ll set the right expectations with coworkers who want to connect with you.
[image: Insights update calendar]
d. Set automatic replies - Compose and save an out-of-office reply message here. Your automatic replies will be sent during the start and end dates you selected. You can select to send the same message to people inside and outside your organization, or you can compose a different auto-reply message for those outside your organization, and then select Save.
[image: Insights auto-reply email]
  If you've composed a message for a previous out-off-office period, the most recent message that you used is shown in the Compose or edit message field. You can edit the message so that it pertains to your upcoming time away.
e. Notify collaborators - You'll see a list of people that you collaborated with in the last four weeks. You can select to notify them through an email or meeting invitation, and then select Compose.
[image: Insights notify collaborators]
f. Resolve meetings - You'll see a list of meetings you either organized or accepted for while you're away. By using this option to quickly and easily resolve all your meetings, you're saving valuable planning time while also respecting your coworkers’ time.
  Decline and cancel meetings with this message - Edit the message that'll be sent to decline or cancel the meeting invitation.
  Select meetings to decline and cancel - Select which meetings you want to decline or cancel, or use Select all to decline or cancel all the meetings listed. When you're done, select Confirm. You can also select Open next to a meeting to see more details about it.
[image: Insights resolve meetings]
g. Book time to focus - You can schedule time to focus on wrapping up work before you go, and then on catching up after you get back. Select the plus sign (+) next to the available Focus time slots, and then select Done to add them to your calendar. With this time scheduled, you'll know you have time to get everything done both before you go and after you get back.
[image: Insights book focus time]

	11. Catch up with your team
	Stay on top of your team's needs with insights for 1:1 meetings, outstanding tasks, and so on.
a. On Outlook or in Outlook on the web, open the Insights add-in.
b. Select Catch up with your team:
[image: Catch up with your team]
c. The Insights pane shows team members with whom you can reconnect and actions you can take to do so:
[image: Team member follow-up]
d. If you notice that your team member list is inaccurate, select Edit team to add or remove team members.
[image: Update team members]

	12. Meeting suggestions
	Grow and nurture your network by staying connected with important colleagues.
a. In the Insights pane, locate the Meet with <name of contact> insight:
[image: Meet with person for 1:1]

	13. Check quiet hours impact
	Help your team achieve work-life balance by reviewing the impact of sending email outside of working hours.
a. In the Insights pane, select Check quiet hours impact:
[image: Check quiet hours impact]
b. This opens a panel that displays insights about emails that might have impacted co-workers outside of their working hours:
[image: Quiet hours impact]



image1.png
o)

Ins
sig
h
ts





image2.png
&

O Insights

port Message

B Get

d-ins

Advanced actions





image3.png
@

Settings




image4.png
Settings

O Search settings

& General

B Calendar

£ People

Layout
Compose and reply
Attachments

Rules

Sweep

Junk email





image5.png
Message surface

Choose actions and add-ins you want to see when you select a message to read.

)

Reply

&

Reply all

Forward

Reply all by meeting
Delete

Mark as unread

Flag

A BPO0=E L

Reply by IM
Reply all by IM

» %]

Add to Safe senders

Mark as junk

a &

[mmie i << ] <]

Mark as phis

P oA P

o o

&Y

] < Ju) < Imimimininninin]
]

b 9 © >

Block
Assign policy
Create rule
Print
Translate

Show

mmersive reader

iew message details
Open in new window
Like

OneNote

) Insights ~<jmmm

Get Add-ins





image6.png
Toolbar

Choose actions and add-ins you want to see when you're composing a message.

0 Attach

Insert pictures inline

@ insert emojis and GIFs
% Show formatting options

|

[J & insert signature
[ & show From
[J ! setimportance

Save draft

[J & switch to plain text
[J & Check for accessi
[ & sensitivity

[J @ encrypt

[] = Show message options...
) Insights <=
[ B My Templates

[] & GetAdd-ins





image7.png
Customize actions





image8.png
Prepare for your meetings

>

Meake sure you are ready for your
upcoming meetings.

1 today
4nextweek




image9.png
Q Final Design Review
MaxMorrs

300PM @2h) Conf 145354

Hide meeting details

Attendees

75% 10

Attending  Invited ~
Respond Yes No.

Review Attachments

B Termsheetpptx
B Add-in Specxisx
B Final-draftpptx

View more
3 Review Related Documents ~
3 Review Related Tasks v

Book preparation time.

15minbefore 30 min before




image10.png
Final Design Review
Max Morrs

300PM @2h) Con 145354

Hide meeting details A

Attendees

75% 10
Attending  Invited v

Online meeting link Yes

Review Attachments

B Termsheetpptx

Addin Specasx
B Final-draft pptx

View more
3 Review Related Documents ~
3 Review Related Tasks. v

Book preparation time.

15 minbefore 30 min before




image11.png
Specification Document For Review

Recipients spent an average of 10 seconds reading
this mail.

Open rate above 75%

Forwards 0

“ 1, [Draft] Specification Document

& Open rate 60%




image12.png
Track email open rates

Check how many people opened your
recent sent emal

RE: Agenda for Sync - 5/3
Re: update of terminology
+ 6others




image13.png
Test Email - Read Stats
Most people read your email on their phone.
Open ate above 75%

Forwards 0





image14.png
SUGGESTED TASKS Dismiss all

‘ Sara Zaki

RE: Max Morris shared "Spec on new
1day ago you said: | il get back to
Isaiah

' Alreadydone @ Notatask

X





image15.png
[ Follow up on your requests

Here are a few things you asked
others to do,

@@ Amav, Ssee, and2cthers




image16.png
FOLLOW UPS Dismiss all

. Sara Zaki

RE: Max Morris shared "Spec on new
1 day ago you asked: Could you weigh
in on the below technical considerations

X

please?

' Alreadydone  © Not a follow up




image17.png
Book time to focus

>

Reserve time in your calendar to get
your big work tems done.

Times found today and 6 other days




image18.png
Catch up on email

You have 3 unread emals that might
be important.

Miriam Graham (Saudi Arabia Branch
Office) + 2 others




image19.png
UNREAD IMPORTANT EMAIL Dismiss all

Miriam Graham (Saudi Arabia
Branch Office)
RE: Important: Sync Time Tomorrow

Adele has reached out to some of you

° Adele Vance (Saudi Arabia
Branch Officef
Important: Latin American Ad Camp...

We will plan to review the generated




image20.png
Catch up on documents

e Sdoinessoshast >
e

@® ® irvin Sayers + 2 others




image21.png
UNREAD SHARED DOCUMENTS  Dismiss all

X
Megan Bowen

RE: weekly collab plannin... 2 days ago

B, Planning_collabxisx

Book time




image22.png
Add important people

Get reminded oftasks and unread
emails for your important people

Miriam Graham + 3 others




image23.png
IMPORTANT PEOPLE Dismiss all

@ Adele Vance *

Get reminded of tasks and unread
emails.

Mark as important

X I

Isaiah Langer

Get reminded of tasks and unread

emails
Mark as important




image24.png
Set lunch hours

Personalize your recommendations
Defautt lunch hours are set from
12:00 PM - .00 PM.

1 recuring calenarevent
o protect s tme.




image25.png
PLAN YOUR TIME AWAY Dismiss all

Select dates
‘When will you be out of office?

Set my time away ~
Start date

11/04/2019 ]
End date

11/11/2019 ]





image26.png
Set automatic replies
Draft your out of office message

Compose automatic repl

Compose or edit message:

1wl be out of the office from [START
DATE] to [END DATE) | will respond to
your message when | return.

Replies will be sent during [START DATE | to
[END DATE

Send inside my organization

[ send outside my organizaton





image27.png
Notify collaborators
Let coorkers know youre away

Compose message. ~

Your collaborators

e3P0 9
3806060

Open new emaildrt
[ Open new meeting invitation





image28.png
x
Resolve meetings

Cancel meetings while you are away

e — ~

Decline and cancel meatings with this
message.

Lwill be out of the office from
11/04/2019 to 11/11/2019.

Select meetings to decline and cancel:

Select all

11/4 11 Debra Holly Open

11/4 Exec Strategy meet..  Open

11/5 Coffee with Dennis  Open

11/5 Execbudget meet..  Open

11/5 Coffee with Dennis  Open

Load all 17 meetings




image29.png
/ Book time to focus
Catch up on work before and after
your time away.

Review open slots ~

Before you leave
Set aside time to finish up

Fri Nov1,2019

Focustime / T00PM - 300PM  ©®

When you get back
Catch up on missed emails and documents

Tue Nov 12, 2019 1 slot left

Done




image30.png
00 Catch up with your team >

You have actions to review for
4of your team members.

® © DebraBerger + 3 others




image31.png
X

Insights
<

MY TEAM (Edit team)

‘ Debra Berger

e o

Distiss all

Schedule 11

4 suggested tasks

4 unread items.

‘See available times X

Review X

Review X





image32.png
Insights
< me o

EDIT YOUR TEAM Not a manager

MyAnalytics will help you manage relationships
with your team members. Get regular 1:1 time, stay
on top of open requests and more.

Choose your team members

L search to add

8 oevraserser
[ P
© rrodeeriupn
@ o ot
@ e Robbins

(D Sore ihts may tak up 0.8 week o refectany





image33.png
Meet with Kat Larson

You haven't met 1:1in a while,

Schedule meeting




image34.png
Check quiet hours impact

1person responded to emails sent >
during your quiet hours

@  oaimsevan




image35.png
QUIET HOURS IMPACT Dismiss all

Malcolm Stewart
Emails you sent

1 day ag
Re: Collab content ready for .

‘Thanks for sending your edits. This




