
 

 

Microsoft Outlook 365 

Outlook Overview 

To Create a New Message 

 In Mail, select +New from the Action toolbar. A new message form appears. 

 In the To field, enter email address of recipient (s), if known. If unknown, 

search your contacts and all Office 365 users at Erie by clicking on the To 

button which opens a search window. To display a directory of all users, click 

the double arrow icon >> on the left-hand side to display a Directory menu. 

Select All Users. Enter name to search and click magnifying glass icon. In 

Search Results, double-click on name to add on To: line. When done 

searching, click OK.  

 In Add a subject, enter a descriptive message title.  

 To add an attachment, click Attach.  

5. To add a Cc (Carbon copy) recipient or group, add the email address to the 

Cc field. You can also click the Cc button and use the search function to find 

additional Outlook users. 

 To add a Bcc (Blind carbon copy) recipient, choose Show Bcc.  

 To select the importance of the message, select the ellipsis icon (…) and 

click Set Importance. Select the appropriate importance for the message.  

 Compose your message text, and click Send.  
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Microsoft Outlook 365 

View, Download, or Save an Email Attachment Create or Add an Email Signature 

1. From the top, right navigation bar, click the 

“gear” icon (e.g. Settings), and select 

Options.  

2. In the left-hand panel for Mail, under 

Layout, select Email signature.  

3. In the Email signature form, type and 

format your email signature.  

4. Use the two checkboxes to control whether 

your signature is automatically added to 

new messages, forwards, and replies. 

5. When finished, select Save.  

Note: Email signatures are not shared across Office 365 clients. If you use a 

desktop client (e.g. Outlook 2016 for Windows), you will need to recreate your 

email signature there. In Outlook Web App, you can have only one email 

signature. However, in the desktop client (e.g. Outlook 2016 for Windows), you 

can create and use multiple email signatures. 

1. Open the email with the attachment (paper 

clip icon).  

2. In the Reading pane, to the right of the 

attachment, click the down arrow to display 

more actions for View, Download, Save to 

OneDrive. Note: OneDrive is Office 365’s 

cloud storage and file sharing application. 

3. It is a good idea to first view the attachment 

before downloading or saving it.  

Setting Automatic Replies 

1. From the top, right navigation bar, click the “gear” icon (e.g. Settings), and 

select Automatic replies . 

2. Select Send automatic replies and 

select the checkbox to Send replies 

only during this time period.  

3. Enter the start/stop dates and time 

period for your automatic reply.  

4. You can create auto reply messages 

for a sender inside my organization 

(Office 365 users at Erie), as well as 

a sender outside my organization 

(non-Office 365 user or someone 

external to Erie).  

Add or Remove a Message Flag 

1. To flag a message, select the flag icon on the message itself. 

2. To set a follow-up date, right-click the flag icon. 

3. To remove the flag, right-click the flag icon, and select Clear flag. 

4. To mark a flagged item as complete, click the flag icon, and it changes to a 

checkmark. 

5. To change a completed item back to “not finished”, click the checkmark icon.  

To Create a New Meeting (Calendar) 

1. Select Calendar from the app launcher or navigation bar. 

2. Click +New or double-click a date on the calendar to open a new calendar 

Details form. 

3. In the Details screen, enter a title for the event, location, start/end date and 

time. Note: The Add room button only shows the first 100 rooms in the 

directory.  

4. The Show as field defaults to Busy, except when selecting the All day 
checkbox. The Show as field allows you to set how a block of time displays 
on your calendar when viewed by others. Choices are: Free, Working 
elsewhere, Tentative, Busy, Away.  

5. To invite others to your meeting, under People, click in the Add people field, 
and enter names. To add attendees from the directory, click the + icon. 

6. To send the meeting invite, click Send. (An email invitation will be sent to the 
attendees).  


