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OFFICE 365 OUTLOOK 
What is Exchange online 
Electronic mail use to share information between users over electronic network using the 

internet. The exchange online Email is similar to Outlook but with improves and better 

capabilities. 

How to use e-mail 
1) Open the Office 365 log in site  

2) Enter your account and password on the text box to sign in 
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3) Click on the mail menu button 
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How to send E-mail  
The folders menu consists of several list of sub folders. The inbox folder is where all the incoming 

mail get stored. Clutter is an email sorting tool. Sent item folder is the collection of all the mail 

that has been sent. Delete item is where the trash file is stored. To send an email to recipients: 

1) Click the New button 

2) tǊŜǎǎ ǘƘŜ ΨToΥΩ field button 

3) Select the recipients that you want to send to then click send 
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How to use the Carbon Copy (cc) 
The carbon copy (cc) is use to send mail to more than one recipients. If the message is intended 

for one person but is also relevant to other people as well then Cc is the best way to send mail. 

1)  Press the Ψ/ŎΩ: field, Select the recipients that you want to send to (as in this case user 11) 

2) Click send button to send the mail. The Cc: field will send the mail to user 11 along with user 

10 and user 17 
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How to use Blind Carbon Copy (Bcc) 
Blind carbon copy hides the address from the people in the 'To' and 'Bcc' box. The Bcc enable 

privacy and prevents spams and virus. 

1) Press the Bcc to open the Ψ.ŎŎΥΩ field 
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2) Select the recipients that you want to send to (as in this example user 3 and user 14) 

 

3) Click Send. The other users will not be able to know that user 3 and user 14 also receives the 

mail.  
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How to create signature 
You may create a signature for your email messages. Your signature can be added automatically 

to all outgoing messages, or you can choose to add your email signature only to specific messages. 

1)  Select the options button on the right top hand corner. 
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2) Select the mail button 

 

3) Select Email signature 
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4) Type in your name on the text box. Select the tick box if you want your assign your signature 

automatically. 
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How to auto reply (out of office) 

Auto Reply let people who send you email messages know that you're not available. It let people who 

ǎŜƴŘ ȅƻǳ ŜƳŀƛƭ ƪƴƻǿ ǘƘŀǘ ȅƻǳ ǿƻƴΩǘ ōŜ ǊŜǎǇƻƴŘƛƴƎ ǘƻ ǘƘŜƛǊ ƳŜǎǎŀƎŜǎ immediately. After automatic replies 

ŀǊŜ ǘǳǊƴŜŘ ƻƴΣ ǘƘŜȅΩƭƭ ōŜ ǎŜƴǘ ƻƴŎŜ ǘƻ ŜŀŎƘ ǎŜƴŘŜǊΦ 

1) Select the Automatic replies 
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2) Select and tick the send automatic replies and choose the best course of options that suits your 

needs. 
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Using clutter 
Clutter is an Email sorting tool that moves your low priority messages out of your Inbox so you can easily 

scan for important messages. You have the options to enable or disable clutter 

1) Select mail on the option menu 

2) Select clutter. You may select and tick the box to enable or disable clutter.  

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

  

1 

2 
2 



How to attach files in email 
In online exchange you may send mail by attaching files in forms of images, audio and animation. Note: 

The maximum files are 35 pix. Please use one drive for large data. 

1) Select Attach to open the files that you intend to send 

 

2) Select the documents that you want to attach (as in this example test.docx) 
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