
Focused Mail Box 

For many, the inbox is the command center for their day. It’s the way to keep track of what is going on 

and what needs to get done. Outlook’s Focused Inbox makes this process easier by helping you focus on 

the emails that matter most to you.  It separates your inbox into two tabs—Focused and Other.  Emails 

that matter most to you are in the Focused tab, while the rest remain easily accessible—but out of the 

way in the Other tab. You’ll be informed about email flowing to “Other”, and you can switch between 

tabs at any time to take a quick look. 

Focused Inbox is a refinement and improvement of a previous feature called Clutter. Clutter’s purpose 
was also to help you focus on the most important items in your inbox, but it did so by moving “Other” 
email to a separate folder. Focused Inbox makes it easier for you to stay on top of incoming email 
without having to visit another folder. 

The same machine learned algorithm that moved items to the Clutter folder now powers Focused Inbox, 
meaning that any emails that were set to move to Clutter will now be moved to Other. The learning and 
training that users invested into Clutter would be transitioned to Focused Inbox without any effort on 
the user’s part. 

Users can keep using the existing Clutter experience through the transition. However, after the 
transition period, Clutter will be completely replaced by Focused Inbox. In the meantime, if a Clutter 
user chooses to opt-in to using Focused Inbox they will no longer receive less important email in the 
“Clutter” folder.  Instead, email will be split between the Focused and Other tabs in their inbox. 

 

How to turn On/Off the Focused Feature: 

1. Click the Cog wheel for “Setting” options and click “View all  

Outlook settings” 

 

2. Select “Mail”, and “Focused Inbox” under the “Layout” category: 

 

3. Select “Sort messages into Focused and Other” 
 
OR 

 

Select “Don’t sort messages” 

 

4. Click “Save” 

 

 


