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Create a new message 

1. Click the New icon above the folder list. A new message form will appear in the reading pane. 

 

 

 

 

2. To add recipients, you can type the name of anyone who is in your contacts folder or organization's 
address list, or you can type the email address in the To or cc field. The first time you enter a particular 
person's name, Outlook on the web searches for that person's address. In the future, the name will be 
cached so it will resolve quickly.  
 

3. Add a subject. 
 

4. Type the message you want to send. 
 

5. To add an attachment, click Attach at the top of the new message screen and browse to the file you 
want to attach.  

 
6. When your message is ready, click Send.  (You will be able to see it in your “Sent Items” folder). 

 
7. Search mail and people and folder list. The Search mail and people area allows you to search for specific 

messages.  
 

8. To Request a Read Receipt for this message, click the “more commands” ellipses and select “Show 
message options”. Click to select desired options and click “OK”. 

 
9. The message list is a list of the messages in the current folder or search result. Each entry in the list view 

has additional information, such as how many unread messages there are in a conversation, or if there's 
an attachment, flag, or category associated with any messages in the conversation. A conversation can 
have one or more messages. When a conversation is selected, you can delete it, add a flag, or add a 
category by clicking the icons.  

 
10. Set up how you want to handle read receipts.  Click Settings and “Mail.”  Select “Read Receipts” under 

“Automatic Processing.”  Click preference and “Save”. 
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Open a message in a separate window 

By default, you read and create messages in the reading pane, but that isn't always what you need. Sometimes 
you need to be able to view a message in a separate window.  

When you're composing a new message or replying to or forwarding a message that you've received, you can 
open it in a new window by clicking the pop out icon located in the upper corner of the message.  

OR you can open a message in a separate window by double clicking on the message from your message list. 


