
Email Basics

Creating a new Email

1. Click New Message in the upper left corner.

- or -

2. Press Command + N on your keyboard.

Enabling CC & BCC

1. Click CC and/or BCC to the far-right of your 

new email dialog box.

2. Once complete, the CC and BCC input areas will 

show up on your new email, depending on your 

selection.

Sensitivity

1. You can change the sensitivity of an email by 

clicking Sensitivity in the top toolbar of your 

new email.

2. The options available under the Sensitivity area 

are shown below.

Priority Options

1. To set the priority of your message, click the 

Priority down arrow in the far right of your 

email subject line.

2. The options available in the Priority area are 

shown below.



Attaching Files & Hyperlinks

Attaching a Hyperlink

1. Within a new email, click the Add a Hyperlink

button in the Edit Text Toolbar.

• If you do not see the Add a Hyperlink 

Icon, click the Three-dot ellipsis icon to 

the far right of your Edit Text Toolbar.

2. When the Insert Hyperlink dialog box opens, you 
have three choices of types of hyperlinks.

• Web Page or File. Allows linking to a web 
page or file of your choosing.

• This Document. Allows you to link back to 
certain areas within your email.

• Email Address. Allows an email link to 

placed. Along with the link opening a new 

email, you can also input a predetermined 
subject line.

3. Once complete, click OK.

Attaching a File

1. Click Attach in the toolbar at the top of your 

new email dialog box.

2. A dialog box will open allowing you to choose 

the desired file.

3. You can use the down arrow next to where it 

says Documents at the top to choose a 

location to find your file.

4. You can also use the Favorites List to the left 

to choose a file as well.

5. Once you’ve chosen the desired file, click 

Choose.



Creating Your Email Signature

1. Within your Outlook app, click Outlook at the top toolbar, then click Preferences.

2. When the Outlook Preferences dialog box opens, click signatures, found in 
the middle of the second row.

3. Your Signatures dialog box will open. To create a new signature, click the plus (+) icon.

Ensure your Work Outlook account is 

seen in the Account area

4. A text box will open, allowing you to create your signature from scratch or you can copy and paste 
an email signature.

5. Once complete, click close, then Save.



Automatic Replies

1. Within your Outlook app, click Tools within the top toolbar, then click Automatic Replies…

2. The Automatic Replies dialog box will open, and then click 
the box next to, ‘Send automatic replies for account’.

3. To send replies for a certain period, click the box next 
to ‘Send replies only during this time period:

4. You can choose to send a different automatic reply 

message for those within your organization and 

those outside your organization.

• If you choose to send replies outside of your                                                                        

organization, you can choose whether those 

replies will go to only those individuals 

saved in your Contacts or to send to all 

external senders.

5. Once complete, click OK.



Using the Search Bar

1. To search, click the Search Bar at the top of your Outlook application.

2. Once you click the search bar, Search Suggestions will populate directly below.

3. Click the down arrow to the left of the search field to search either the Current Mailbox, Current Folder 
or Subfolders.

4. You can also click the Filter Icon for an advanced search, filtering by a certain mailbox, who the email 

is from, who the email was to, what the subject was, keywords within the email, the date the email was 
sent and whether there was an attachment.

5. To add more filter options, click Add more                                                                                               

options.

• Below is are the additional options                                                                                          

to filter your search by.

6. Once complete, click Search.



Calendar Views

To open your calendar, click the Calendar Icon in the bottom left of your Outlook application.

1. To change your calendar view, click the down arrow 

next to your current view.

- or -

2. Click the View tab in the top toolbar.

• Day: Displays one day at a time separated into half-hour increments

• Three Day: Displays three days at a time, starting with the current day

• Work Week: Displays only the days of work

• Week: Displays all days of the week

• Month: Displays entire month

In the Views Tab, you can also do the following:

• Change the color of your calendar.

• Include/exclude the Sidebar or Task Pane.



Calendar: Scheduling Events

1. To open your calendar, click the Calendar Icon in the bottom left of your Outlook application.

2. Click New Event in the top left corner.

3. The Meeting Dialog Box will open.

4. Next you will fill out details pertaining 
to your meeting.

5. To view or change time zones, click 
the Time Zones Icon.

6. If you’d like your meeting to be 

recurring, click the down arrow next to 
where it says, ‘Does not repeat’.

7. To make your meeting a Teams 

Meeting, click the toggle next to Teams 
meeting.

Clicking Attendee Options 

shows options available for 

Reponses, Time Proposals 

and Forwarding



Contacts Navigation & Filtering

1. To open your contacts, click the People icon in the lower left of Outlook app.

2. The top toolbar has different actions you can take with a contact.

• Add to Favorites: Labels the contact as a favorite, indicated by a small star next to the contact's 

name and adds them in your Favorites within your Mail Window.

• Categorize: Allows categorization of the contact based off current or newly created categories.

• Edit: Opens contact card, allowing editing of the contact selected.

• Delete: Deletes the selected contact.

• Email: Opens a new email dialog box to email the selected contact.

• Meeting: Opens a new event dialog box to create a meeting with the selected contact added to 

the invite.

• Chat: Opens a Microsoft Teams Chat with the selected contact.

• Call: Opens FaceTime to call the selected contact.

3. If you do not see all the options listed above, click the three-dot ellipsis.

4. Click the filter button to filter your contacts by name (first or last), company, 
and alphabetically.

5. Right-click any contact to gain addition options such as  Copy Contact 
Details or Forward as a vCard (Virtual business card).

When sending a vCard, the 

recipient will receive an 

attachment within an email 

with the options to import 

the contact’s details.



Adding Contacts

To open your contacts, click the People icon in the lower left of Outlook app.

Adding a Contact Manually

1. To add a contact manually, click the New 

Contact button in the top right of your 

contacts screen.

2. The New Contact Dialog Box will open

3. Once complete, click Save.

Note: Contacts added to Outlook only will sync 

into MS Teams, but Contacts added to MS 

Teams only will not sync to Outlook

Adding a Contact Via Email

1. To add a contact through email, hover over the desired email and right-click.

2. In the options list, hover over Sender, then click Add to Contacts.

3. The Contact Dialog Box will open, and the email address will be auto-

populated.

4. Fill out the remaining portions and when complete, click Save.

Note: Contacts added to Outlook only will sync 

into MS Teams, but Contacts added to MS 

Teams only will not sync to Outlook



Creating Rules

Creating a Rule Manually

1. Click Tools in the top toolbar, then Rules.

2. Click New Rule in the bottom left corner of the Rules Dialog Box.

3. In the Rules dialog box, you will Name your rule, select the 
conditions and actions, as well as any exceptions you may want.

4. Once complete, click Save. 

Types of conditions:

• People, My name is, Subject, 

Keywords, Marked with, Message 

includes, Message size, Received and 

All Messages

Types of actions:

• Organize, Mark message and Route

Types of exceptions:

• Exceptions mirror conditions

To stop future rules applying to this rule, 

click the "Stop processing more rules" 

box.

Creating a Rule from an Email

1. Right-click an existing email and hover over Rules, then select Create Rule.

2. The Rules Dialog Box will display, and you will:

• Name your rule.

• Complete all conditions, actions, and 

exceptions desired for your rule.

3. Once complete, click Save.



Creating, Renaming, Moving & Deleting Folders

Creating a New Folder

1. Click the File Tab in your top toolbar, then hover                

over New and click Folder.

- or -

2. Right-click the folder in which you’d like to create 

a new folder and click New Folder.

3. Name your folder.

4. Once complete, click anywhere outside the text 

box.

5. You will see your folder in your folder pane to the 

left of your Outlook Application.

Renaming, Moving & Deleting Folders

1. Right-clicking on any folder will bring up the options to 

Rename, Move, Add to Favorites and Delete a Folder.

2. You can also move a folder by clicking and dragging it to 

the desired location within the folder pane.

Note: You cannot rename or 

delete default folders, i.e., 

Inbox, Drafts, Deleted Items.



Managing Categories

To manage categories, click Message on the top 

toolbar, hover over Categorize and click 

Manage Categories.

Adding a New Category

1. To create a new category, click the plus sign (+)

within the Categories Dialog Box

2. When the New Category Dialog Box opens, 

name your new category and select a color.

3. Once complete, click Create

Changing a Category Color

Click the Tag of the category you’d like to change, then 

choose the desired color from the selection.

Delete a Category

Click the category you’d like to delete, click the minus sign ( - ), then Delete.



Adding a Category Tag to Emails & Calendar Events

Categories let you tag, label and group emails and calendar events. You can choose from default categories

or create your own, and then assign one or more categories to your emails or calendar events.

Adding a Category Tag to an Email

Method 1:

1. Click the email you want to categorize.

2. Click Message from the top toolbar, hover over 

Categorize, and choose category.

Method 2:

1. Select the email(s) you want to categorize, then 

right-click, hover over Categorize and choose a 

category.

Adding a Category to a Calendar Event

Method 1:

1. Right-click the calendar event you want to 

categorize.

2. Hover over Categories and select the desired 

category.

Method 2:

1. Click the calendar event you’d like to categorize.

2. Select Event from the top toolbar.

3. Hover over Categories and select the category 

desired.
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