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Outlook



Outlook : Je benutte opslagruimte bekijken

Klik op ‘File’

/O Search

Home Send / Receive Folder  View Help

‘{(:3} ; ["] show as Conversations g

Change View Reset P

=

Show Focused Message Arrange

View ¥ Settings View = Inbox Preview ¥ By v
Current View Messages Focused Inbox Arrang
<
v Favorites All  Unread
] Inbox 598 RKC Research

RE: [Décarbonation des achats] Demande mise en place veille
Cizme 00 VD

[ Sent Items

ruimte aangegeven

In het gedeelte ‘Mailbox Settings’ wordt de benutte

Account Information

Open & Export

H Microsoft Exchange

i Add Account
Save As
e
Save Attachments &
Account
Settings ¥

) rint

E]

Automatic
Replies

Account Settings

Change settings for this account or set up more
connections

B Access this account on the web.
https://outlook.office365.com/owa/wavestone.com/
" Get the Qutlook app for iOS or Android.

Change

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 email messages.

Office Account

Feedback

Mailbox Settings
Manage the size of your mailbox by emptying Deleted Items and archiving.

|
= 97,3 GB free of 99 GB




Outlook : Filter e-mails op datum / grootte

Optie n°1

Klik op ‘File’ en dan ‘Tools’

Klik op ‘Mailbox Cleanup’

Ik kan de e-mails die ik ga verwijderen opzoeken op grootte of datum. Eénmaal
ik die criteria heb gekozen klik ik op “Find”

Account Information Mailbox Cleanup X

by

H . é You can use this tool to manage the size of your mailbox.

Open & Expo icrosoft Bxch =

Open & Export Microsoft Exchange You can find types of items to delete or move, empty the deleted
+ Add Account items folder, or you can have Outlook transfer items to an archive

e Most Recent Sign-in file.

Last sign-in: Mobile Apps and Desktop dients (Windows)
3 awvril 2023 (12 minutes aga)
Paris, Paris, FR

Save Attachments

View Mailbox Size...

Print See all recent sign-in activity

p Account Settings ﬁ—?b O Find items older than +  days Eind...
@ —

Change settings for this account or set up more

. . . AT
Account connections. @ Find items larger than | 250 inlob es
Settings ~ = Access this account on the web. Ll'\ yt

https:/foutlook office365. com/owa/wavestone.com/
" Get the Outlook app for i05 or Android.

.o/ Emptying the deleted items folder permanently

. Empty
[, Mailbox Cleanup.. Change deletes those items.
F‘i‘" Manage mailbox size with X . . )
advanced Lools. lies (OUt of Oﬂ:ICE} View Deleted 1tems Size...
Oft e Account to notify others that you are out of office, on vacation, or
@ Empty Deleted Items Folder 4, o messages.
Fesdbac Permanently delete all iterns _
in the Deleted Items folder. ++ Delete all alternate versions of items in your Delete
Options = Mailbox Settings mailbox. -
F‘»:; Manage the size of your mailbox by emptying Deleted Items and archiving.
Bxit Toals | View Conflicts Size...
= = 973 GB free of 99 GB
Close



Outlook : Filter e-mails op datum / grootte

Optie n°2

Sorteren van ‘Date’ naar ‘Size’

Focused By Date v #&|T

v Toda .
y 95 H

Cleanup Week: User guide ave... 15:38

has shared a

. Filter
v All Mail
Unread Mail
Flagged Mail

Mentioned Mail

Arrange by

\/_ Date (Conversations)
“ Erom
To
Categories
Flag Status
Flag: Start Date
Flag: Due Date
Size
Subject
Type
Attachments
Account
Importance
Sort

Oldest on Top

Filter
v All Mail
Unread Mail
Flagged Mail
Mentioned Mail
Arrange by
Date (Conversations)
From
To
Categories
Flag Status
Flag: Start Date

Flag: Due Date

Ik kan dan de e-mails selecteren (CTRL + Klik) die ik wil

verwijderen en op de prullenbak klikken

Focused Other

Enormous (> 25 MB)

By Sizev T

v

16/03/2023
N

Huge (10 - 25 MB)

§ize
Subject

Type
Attachments
Account

Importance

Sort

. Newest on Top

“Show Focused Inbox

¥ Largest on Top

Smallest on Top

Show Focused Inbox

W% N N N

Very Large (5 MB - 10 MB)
Large (1 - 5 MB)

Medium (25 KB - 1 MB)
Small (10 - 25 KB)




Outlook : Filter op contacten en trefwoorden

In de zoekbalk, klik ik op de pijl omlaag

Current Mailbox v

verwijdering.

Hier kan ik zoeken naar namen, e-mailadressen of
objecten om soortgelijke e-mails te groeperen voor

Search In Current Mailbox

ttachments

ent Contains

Start Date ﬁ

End Date

+ Add more options




Outlook : Verlichting van lange gesprekken

Om de opslag van overbodige berichten te beperken, verdient het
de voorkeur alleen het meest recente bericht met de geschiedenis

te bewaren.

Ik ga naar ‘Home’ en klik op het onderstaande logo

%v

| Hom,e._!

File

Email ltems v

New

~ Favorites
] Inbox
[ ] Sent Items
] Junk Email

New New Malata A eali

%  Current Mailbox v je
Send / Receive Folder View Help Search
= ow B @ £ [
<
©Reply All by« Share to Quick Move
FX Clean Up Conversation D v Teams Steps v v
Clean Up Folder Teams Quick Steps
Clean Up Folder & Subfolders By Date~ T
605 Nexis Newsdesk [4]

Veille Silver Economy - FR / ENG Thu 30/03
Size: 263 KB
Afficher dans le navigateur Inbox

Alle gesprekken in de geselecteerde map worden onderzocht en
overbodige berichten worden verwijderd.

Klik op “Clean Up Conversation” en dan “Clean Up”

® ~ Current Mailbox v £

File Home Send / Receive Folder View Help Search

SRS W E o B W e
53 <&
New o~ Delate Archi é) Reply Al = Share to Quick Move
Email Item [E% Clean Up Conversatlon] D ~ Teams Steps v v
New Clean Up Folder L} Teams Quick Steps [y
w Favorites Clean Up Folder & Subfolders By Date v T
] Inbox 605 Nexis Newsdesk [+]
Veille Silver Economy - FR / ENG Thu 30/03
[ Sent Items Size: 263 KB
D Junk Email Afficher dans le navigateur Inbox
lean Up Conversation X

All redundant messages in this
conversation will be moved to the
“Eléments supprimés” folder.

[ ] Don't show this message again

Settings Clean Up Cancel

"

Y
e



Outlook : Uitschrijven van een nieuwsbrief e

Ik ga naar een nieuwsbrief die ik per e-mail ontvang Ik klik dan op de afmeldlink onderaan de e-mail.

( \ This email was sent to | Update Vour Suseri
Thu 30/03 k
Size; 388 KB
\ Weekly update on telecoms Inbox

LY
-."N



Outlook : Maak de map met verwijderde items leeg

Ik kan handmatig verwijderen door rechts te klikken op
het tabblad ‘Deleted Items’ en ‘Empty Folder’

In ‘Home’ ga ik naar ‘Deleted Items’

E Open in New Window
File Home Send / Receive BT New Folder.. |
- .
(9 {@} ; [ ] Show as
% Copy Folder
Change View Reset = _
View ¥ Settings View - = 1
Current View e O3 :
L1 f@ Mark All as Read
v Favorites (52
] Inbox 598 [k Empty Folder
D Sent ltems Remove from Favorites
] Junk Email 2l

v Move Down

L’[ D Deleted ltems ‘g 7 ~ Move Up

10 Properties...



Outlook : Maak de map met ongewenste e-mail leeg

11

Ik klik met rechts op ‘Junk E-mail’ en klik op ‘Empty

In ‘Home’, ga ik naar ‘Junk E-mail’ I
Folder’
i E Open in New Window
File Home Send / Receive [ New Folder.. f
E [E(‘ I B4 Copy Folder
New  New
Email ltems v % ¥ 3
New Delete 2
< f@ Mark All as Read I
> Favorites = |
@( Empty Folder 14}7]
Inbox Remove from Favorites
Drafts 2] 2l
Sent ltems A Move Up
Junk Email ] ~  Move Down
Deleted Items;[} 7

Properties...




Outlook : Ongewenste afzenders blokkeren

Ik rechtsklik op een mail van een afzender die ik wil Klik op ‘Junk’ en dan ‘Block Sender’

blokkeren

Focused Other By Size v T 7 Always Move to Other [% Block Sender ]
v Enormous (> 25 MB)
[fS Ignore Never Block Sender
v
Rz % Junk L} > Never Block Sender's Domain (@example.com)
~ Huge (10 - 25 MEB) ]E Delete Never Block this Group or Mailing List
1] .
06/02/2023 E Archive... =1
- @ Alert Security B3 Junk E-mail Options...
24/03/2023
U
28/02/2023
v Very Large (5 MB - 10 MB)
U
02/12/2022
U

02/12/2022
12 e -]



Outlook : Oude afspraken verwijderen (1/2)

Alle eerdere afspraken blijven opgeslagen in de agenda...

stappen

Ik ga naar de Outlook agenda en volg de onderstaande

/O Search

Change| View [|Reset = Show Focused
View v |Settings | View = Inbox
Current View Messages Focused Inbox
Advanced View Settings: Compact X
Description
Columns... Importance; Reminder; Icon; Flag Status; Attachment; From; Sub...
Group By... ., None
Sort... Size (descending)
Filter... off
Other Settings... Fonts and other Table’ti\?w settings
Conditional Formatting... | User defined fonts on each message
Format Columns... Specify the display formats for each field

13 Reset Current View OK Cancel

In het tabblad ‘Advanced’, klik op ‘Field’,
‘Date/Time fields’ en dan op ‘Expires’

Filter

Messages More Choices Advanced sQL

Find items that match these criteria:

< Add criteria from below to this list=

Remove

Value:

Add +q 1 irs

Date/Time fields ¢
All Document fields
All Mail fields > Flag Completed Date

Defer Until




Outlook : Oude afspraken verwijderen (2/2)

Bij ‘Condition’, selecteer ik ‘on or before’

Filter

Messages More Choices Advanced SQL

Find items that match these criteria:

< Add criteria from below to this list=

Remove

Bij ‘Value’ zet ik de datum waarvoor ik de afspraken wil
verwijderen, klik op ‘Add to list’ en dan op ‘Clear All’

Filter X

Messages More Choices Advanced sQL

Find items that match these criteria:

<Add criteria from below to this list>

fine more criteria:
Id h Condition: Value:

Expires on or before

on or after

on or before 7
between

exists

does not exist

Cancel

14

Add to List

Clear All

Remove

Condition: Value:
03/10/2022] K q

Add to List

| Clear All E?




Outlook : e-mails van Teams uitschakelen

In de Teams applicatie klik ik op ‘... en dan op
‘Settings’

Klik op ‘Notifications’ en ga dan naar ‘Email’ en klik
op ‘Off’

Settings
@ General Email
[ £93 Settings & D e &5 Accounts Missed activity emails Off v
() Privacy
Cast As soon as possible

eimi L} ] Appearance and sound
62 Devices Once every 10 mins

o Notification style
Zoom —  (100%) . - © App permissions Once every hour

Show message preview

‘ﬁ Accessibility Once every 8 hours
Captions and transcripts Play sound for incoming calls and notifications
Keyboard shortcuts Daily
(9 Files and links
About >  Calls Teams and channels Off
You will get desktop and activity notifications for:
Check for updates All activity Mentions & replies Customised >
. MNew messages, reactions, Personal mentions and Your customised settings
l Download ‘the m0b| |e app and all mentions replies to your messages AR
: TER

15



Outlook : De link naar de documenten delen

Mails met GIF's en bijlagen zijn het omvangrijkst daarom raden
we aan die documenten via een link delen.

Dan krijg ik de link door op ‘Copy’ te klikken.

Ik ga naar Sharepoint en klik op “...” en ‘Copy Link’

SharePoint L Rechercher dans cette bibliothéque Open

Glimpse

WE - AXA [BE] - Digital Sustainability - Maturity sy

’lCopy\ink | @ People you specify can edit > =P Copy l
B editin grid view <+ Manage access )

Download

@

0
‘ -+ > 06. Implementation roadmap > 1 - Chang Delete
) Conversations Automate Shared with:
® Shared with us Name " Rename I
Agenda © @] [EN] Guide utilisateur Nevtoy 5 . Pin to the top of the list
Files @] [EN] Guide utilisateur_Nettoyer its spaces.p.. Move to

16



OneDrive



Onedrive : Je benutte opslagruimte bekijken

Klik op het OneDrive-logo rechts onderaan op het scherm

14:37
16/03/2023

)

Klik op het pictogram ‘Settings’ en dan op ‘Manage Storage’

g
Settings L\@] |

[FR] Guide utilisa
@ | Uploaded to Guides &Y Send feedback
47 minutes ago

[FR] Guide utilisa
@ Downloaded to Gui

4 hours ago

[FR] Guide utilisa
@ Renamed in Guides

4 hours ago

& OneDrive-

<

@ Your files are synced [

Get help

© B

Manage storage

Pause syncing

X @

Quit OneDrive

18

De vrije ruimte wordt weergegeven in de rechter
bovenhoek

rage Metrics o

- . . ‘»' 102242 GB of free space cut of 102400 GB 1
4 Site collection
(Page 1/1)
Eind Mame Total sized % parent Site Quota ¥ Last modification
15GB  Not avalable . 0.15% . 03/04/2
0.9 MB Mot available . 0.00% . 03/04/2023 07:54



Onedrive : Je versies verwijderen (1/2)

Ik zie de documenten die de meeste ruimte innemen.

Klik op een van de mappen. ‘Documents’ bijvoorbeeld

Sitaf settings » Storage Metrics o Site pettings » Storage Metrics o

1022.42 GB of free space out of 1024.00 GB [

L. . 1022 42 GB of free space out of 1024.00 GB [ = . .
s fSite collection 4 Site collection
v Obcuments » Papery » Papers
(Page 1 /1) (Page 1/ 3) Next ¥
Kind lame Total sized % parent Site Quata % Last modification Kind Total sized % parent Site Quota % Last modification
vc-sk 846.1 MB  53.88% - 0.08% . 03/04/2023 08:57 | 2941 MB 4961% - 0.03% . 03/22/2023 09:25 Version history
Documents?, 5028MB 37.76% - 0.06% . 03/04/2023 09:02 ] 119.6 MB  20.18% . 001% . 03/14/2023 08:46 Version history
Microsoft . C file 6. T9% 0.01% /04/2023 0720 - . .
Microsoft Teams chat files wesme  679% [ T | 03/04/2023 07:20 8 CENR G . AT . 03/13/2023 05:22  Version history
] 171MB  2.88% . 0.00% . 01/20/2023 01:20  Version history
=] 95MB  161% . 0.00% . 03/10/2023 08:49 Version history
B 95MB  1.59% . 0.00% . 02/24/2023 0918 Version history
B 93MB  157% . 0.00% . 01/20/2023 01:20 Version history

19



Onedrive : Je versies verwijderen (2/2)

... of bewaar alleen de laatste versie door te
klikken op ‘Delete all versions’

Delete all versions

(Page 1/ 3 Mest ¥

Moo+ Amended I'\f Edited by

Klik op ‘Version History’ om alle opgeslagen versies van
het document te zien
ite settings » Storage Metrics o

gind tal size: *# paren Size

B 2541 MB 4051% - 87.0 03/22/2023 09:15 3.7 MB
3 TISEME 2018% . 001% . 860 03/22/2023 0910 37 MB
= soowe o | oo Il 850 03/22/2023 07:48 37 MB
B 1T1MB  2.88% . 0.00% . Versian history 840 03/22/2023 07:38 37 MB
a asve e oces ] Versian history 830 (3/22/2023 0717 37 ME
g SaME 159% . o0t . 242073 U918 Vers 3

E] same 157 ] ooos ] 01/20/2023 1120 Version history

. ¢ ) H H ¢ )

Klik op de datum en vervolgens op ‘Delete’ om versies Klik op ‘OK

van het document te verwijderen
Delete all versions % &

microsoft.sharepoint.com says

New 4 Amended Edited by Size
87.0 03/22/2023 09115 3.7 MB & You sure you want to send this version to the site Recycle Bin?
86.0 03/22/2023 09:10 3.7 MB

850 | J 37 MB
Display
840 37 MB Cancel
Restore
37 MB

20

UDJEE EVED UD, DT 3.7 MB

Comments



Onedrive : De vuilnisbak legen

In de navigatiebalk aan de linkerkant klik ik op
‘Recycle bin’

@ OneDrive

Home

My files

Shared

()
B3
g
W

Favorites

Rfcydetﬂnﬂ!
g

21

Om specifieke bestanden of mappen permanent uit de
prullenbak te verwijderen, selecteer ik items en klik op
‘Delete’

L search l

B Restore

OneDrive

COLLIN Lauranne

{ Home

Oy My files Recycle bin

Name v Date deleted | v Deleted by v

] Recycle bin © [ Dpigitl 3/31/2023 6:17 AM

Sustainability_CleanupWeek_Scree
nsavermp4

Quick access

Om de prullenbak in één keer definitief te verwijderen, selecteer
ik ‘Empty recycle bin’ in de navigatiebalk

&8 M OneDrive L Search I

Home
My files Recycle bin

@

B

£ Shared
Y Favorites Name v Date deleted | v Deleted by v
W

Recycle bin S . o o
Digital 3/31/2023 6:17 AM

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn



Sharepoint



Sharepoint : Je benutte opslagruimte bekijken

Ik ga naar mijn Sharepoint-site en klik op het
pictogram dat me doorverwijst naar de homepagina

Voeg “[_layouts/15/storman.aspx” toe aan de URL

https://digiplace.sharepoint.com/sites/NOMDUSITE/_layouts/15/storman.aspx

SharePoint ~ Search this site ] <« c @ digiplace.sharepoint.com/sites/WOPSTB-SUSTAINABILITY ’.4 B =2 &« »00
Ly

WS WOP = STB o Sustainability & i SharePoint

Public group |organizationa

Horme + Create ¥ [& Sendto ~ - @ Public group |organizational

b Files Some B e ey e o
= Conversations (] iles
® Diary = Conversations

OneNote " - ® Diary

Schedule Sustainability U.i. Sustainability

Notepad

Help Description

23


https://digiplace.sharepoint.com/sites/NOMDUSITE/_layouts/15/storman.aspx

Sharepoint : Je versies verwijderen (1/2)

Klik op een van de mappen. ‘Documents’
bijvoorbeeld

settings » Storage Metrics o

1022.42 GB of free space out of 1024.00 GB [

<5/ pite collection

» Dfcuments

Last modification

Kind Heme Total sized % parent Site Quota %
sk 8461 MB  53.88% - 0.08% . 03/04/2023 08:57
5028MB 37.76% - 0.06% . 03/04/2023 09:02

Microsaft Tea chat files wesme  679% [ T | 03/04/2023 07:20

24

Site setti

(Page 1/1) & Site collection

» Papers » Papers

=

i Mame Total sized

Klik op ‘Version History’

2941 MB

119.6 MB

486 MB

17.1 MB

9.5 MB
9.5 MB

9.3 MB

» Storage Metrics o

001%

0.00%

0.00%

0.00%

0.00%

0.00%

Pour accéder a tout U'historique des versions sauvegardées du document

102242 GB of free space out of 1024.00 GB

(Page 1/ 3) Next ¥
Last modification
Version history .|

03/14/2023 08:46 Version history

03/13/2023 05:22 Version history
01/20/2023 01:20 Version history

03/10/2023 08:49 Version history
02/24/2023 02:18  Version history

01/20/2023 01:20  Version history



Sharepoint : Je versies verwijderen (2/2)

het document als eenheid te verwijderen

Klik op de datum en dan op ‘Delete’ om versies van

Klik op ‘Delete all versions’

Delete all versions

Mo+ Amended Edited by
B7.0 03/22/2023 09:15

86.0 03/22/2023 09:10
850 | J
Display

84.0
Restore

820 UDFEErevey Bk

25

Size

3.7 MB

3.7 MB

37 MB

37 MB

3.7 MB

3.7 MB

Pour conserver uniqguement la derniere version du document sélectionné

Saved versions for

Delete all versions :‘;1
No, 4 Amended : Fdted by
87.0 03/22/2023 09:15
86.0 03/22/2023 09:10
850 03/22/2023 0748
840 03/22/2023 07:38

83.0 03/22/2023 07:17

Klik op ‘OK’

microsoft.sharepoint.com says

Are you sure you want to send this version to the site Recycle Bin?

Cancel

3.7 MB

3.7 MB

3.7 MB

3.7 MB

3.7 MB






Teams : Je benutte opslagruimte bekijken

27

Klik op %...! en 'Open in SharePoint'

Teams n General Fosts Hes

Welcome to the team!

Here are some things to get gaing..

- .

Create mors channels

Klik op het logo om de url te krijgen die in stap 3 zal worden gebruikt

WOP - STB - Sustainability

Public group |Organizational

Home T Charger ~ 2 &ditin grid view 12 Share

Files

Documents > General
Conversations

Shared with us 0O Nom Amended -
Agenda 0. Comes from practice 7 mars
1. Firm resources 1 mars

OneNote

Voeg op de homepagina van het SharePoint
'[_layouts/15/storman.aspx' toe aan de URL

https://digiplace.sharepoint.com/sites/NOMDUSITE/_layouts/15/storman.aspx

W dligiplisce sharepoint ¢am/ates WOS TR SLISTAIM AR Ty s e
ks I
sharaPains 3

w » 00 :

Sustainability

Hier zie ik de bestanden die de meeste ruimte innemen

Site settings » Storage Metrics o

- . 102242 GB of free space cut of 1024.00 GB
-5 Site collection rE s
¥ Papers » Papers

(Page 1/ 3) Mest ¥

ind bl Intal sized % parnne Stn Cunts % Last ma
7941 MR 40.61% -
M9BME 20.98% .
wone 220w I
UALEELEN |
QEME  161% .

asne 1
GIME 15T .

03/13/2023 05:22  Version history

an histary

n histary

2, 2023 0918 W

n history

Womm L W

0/20/2023 01:20  Version history



https://digiplace.sharepoint.com/sites/NOMDUSITE/_layouts/15/storman.aspx

Teams : Je versies verwijderen

Klik op ‘Delete all versions’ om enkel de laatste versie
van het document te behouden

Klik op ‘Version History’ om alle opgeslagen versies van
het document te zien

ite settings » Storage Metrics o

wloction

Delete all versions I

{Fags L

e Mo, 4 Amended I,} Edited by 8
B A ME 3515 3

- a7.0 02 3.7 MB
=)

86.0 3.7 MB
o

B 1TAME  23%% 850 o3/ 3.7 MB
g S5MD 181% 84.0 03/22/2023 07 3.7 MB
B 5 HE 83.0 3718
B 4.3 W

Klik op de datum en vervolgens op ‘Delete' om versies Klik op ‘OK’

van het document te verwijderen

Delete all versions microsoft.sharepoint.com says
Mo+ Amended Edited by Size Are you sure you want to send this version to the site Recycle Bin?
87.0 03/22/2023 0915 37 MB
86.0 03/22/2023 09:10 3.7 MB . |
ance
850 | J 37 M8
Display 3
84.0 37 MB
Restore
3.7 MB
DELETE s
820 w.a; 3.7 MB

28



Teams : Een team of een kanaal verwijderen

Ik klik op de .. van het kanaal waarin ik geinteresseerd ben

Teams

EJ Your teams

Teams General
— ct - Our strategic plan
gic p
Calendar - CSR initiatives

- Local initiatives. Global pro...

B oW o=

- Solidarity initiatives

Files 7 - Vote for Shake up Call for ...

2 hidden channels

oo
oo

Apps

29

Klik op ‘Delete channel’

Channel notifications >

Pin

g L D

Hide

Manage channel

Q0 &

Get email address

D
i

Get link to channel

£ Edit channel

O Connectors

@' Delete channel I
by

Klik op ‘Delete’

De verwijdering zal definitief zijn

elete the
Fo

Are you sure yo to delete the channel? All conversations will

be deleted. Your files are s ag3lble here.
Cancel Delete I
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