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• Outlook is the best mail app I have ever found for my iOS 
devices. Outlook is also available for Android.

• Before being called Outlook, this app was called Acompli, 
which was acquired by Microsoft in December 2014 and 
rebranded as Outlook Mobile in January 2015.

• You can use the Outlook app with any IMAP-enabled email 
client; you do not need to use outlook.com.

• On my iPhone and iPad, I configured Outlook for use with 
my googleapps@udel.edu gmail account.

https://en.wikipedia.org/wiki/Outlook_Mobile


• If you have hundreds of email folders, filing mail on a 
mobile device can be a daunting task.

• Outlook Mobile solves this problem by letting you search 
for the folder you need.

• Go to the message you want to file and follow these steps:

• Any time you are reading mail, you 
can tap the Search icon and search 
for label:YourFolderName to bring 
that folder’s contents onscreen.

1. Tap … and choose Move.
2. In the Search field, begin typing the name 

of the folder you want.
3. When the folder’s name appears, tap the 

folder you want.



• You can use OneDrive as your cloud-based backup from 
which you can copy any item into the file system on any 
one of your devices. This approach has several advantages:

1. If you are going to be out of range of a network, you can work on the file 
offline without worrying about losing connectivity.

2. It is faster to work on the file locally, especially if the file is large.
3. When you are done working on the file, you can copy it back to the cloud.
4. In this kind of a scenario, OneDrive is your cloud-based backup.

• After you work on the file offline, you will want to save it 
into the cloud so you have an online backup that you 
can access from any one of your devices.

• If you do not see OneDrive as a Save 
location, add OneDrive by choosing 
the option to Add a Place.



• You can use OneDrive to mark a file for Offline Editing.
• When you do this, OneDrive makes a local copy of the file 

that will be there for you to work on offline.
• The file automatically syncs back to the cloud the next time 

your device goes online.
• To mark a file for offline editing,

follow these steps:

• To reverse this process, repeat 
these three steps.

1. Tap … and choose Select Items.
2. Select the files you want to work on offline.
3. Tap the parachute icon to put them offline.



• File sharing is an important new feature of Office 365.
• You can share files from OneDrive, or you can share a file 

from within an app via the app’s File menu.
• If you share a file that you are working on in the cloud, 

users can collaborate in real time, and their contributions 
are flagged and color-coded to show who is writing what.

• Use the Save-and-Refresh button to update the display.
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