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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 ank Email is similar to Outlook but with improves and better
capabilities.

How to use email
1) Open the Office 365 log in site
2) Enter youraccountandpasswordon the text box to sign in

e — O ‘ EJ login.microsoftonline.com/login.srf?wa=wsignin1.08&rpsnv=4&ct=14667350248rver=6.6.6556.08wp=MBI_SSL&wreply=https%3a%%2f2foutiook.office365 * |
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3) Click on the mail menhutton

i | Office 365 Home
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Setting up..
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How to send fnail

The foleers 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 fileasest. To send an email to recipients:

1) Click theNew button
2) t NB & oy tiekd ButtdH
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) ise to send mail to more than one recipts. If the mesage is intended
for one persorbut isalsorelevant to other people as well then Cc is the best way to send mail.

1) Press théd/: fefd, Select the recipients that you want to send to (as in this cesse 17
2) Clicksendbutton to send themail. The Cc: field will send the mailuser 11along withuser
10anduser
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How to use Blind Carbon Copy (Bcc)
Blind carbon copyides theaddressfrom the people in the 'To' and 'Bcc' hokhe Bcc enable
privacy and prevents spams@mirus.

1) Press the Bcc to open the. Giédy Q
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2) Select the recipients that you want to send to (as in this exampés 3anduser 19

# | Office 365 | Outlook ® & & 2
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3) ClickSend The other users will not be able to know theser 3anduser 14also receives the
mail.
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How to ceate signature
You maycreate 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 tohd corner.
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2) Select the mail button
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Create an automatic reply (Out of office)

3) Select Email signature

Office 365

© Options
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Junk email reporting

Mark as read

Message options
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Block or allow
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Forwarding
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ttachment preferences
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Theme

. Default theme

Start page
Change whe
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Password
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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 replyout of office)
Auto Replydt people who send you email regages knowthat you're not availablelt let people who

aSyR
I NB

82dz SYI Af
Gd2NYy SR 2y =

1) Select theAutomatic replies
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Automatic replies
Create an automatic reply {Out of office)

message,

Display settings

Choose how your Inbox should be organized.

Offline settings
Use this computer when you're not connected
to a network

Manage add-ins
Turn add-ins on or C;f nstall new ones, or

uninstall others,

Theme

. Default theme

Notifications

On

SIOK &aSyRS



2) Select and tick theend automatic repliesand choose the best course of options that suits your
needs.
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Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time, or set it to
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Using clutter
Clutter is an Email sorting totllat moves your low priority messages out of your Inbox so you can easily
scan for important messageYou 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.
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How 1 attach files in email
In online exchange you may send mailditaching files in forms of images, audio and animatidote:
The maximum files are 35 pix. Please use one drive for large data.

1) SelectAttachto open the files that you intend to send

B

2) Select the documents that you want to attas in this examp teg.docx)


















































































