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How to Sign in to Outlook

◦ To see if you have Microsoft Outlook installed on your Windows device:

1.From the Search window on the Taskbar (Windows 10), the Start screen (Windows 8.1), or from 

the Search window on the Start menu (Windows 7), type Outlook and press Enter.

2.Look for an Outlook entry.

◦ To find out if you have a version of Outlook on your Mac, look for it in the Finder sidebar, 

under Applications. To find out if you have Microsoft Outlook on your phone; perform a search from 

any search area.



How to Compose an 
Email With Outlook

◦ Step 1. Open Microsoft Outlook

◦ Before you can learn how to send an email using Outlook, you first 

need to open it.

◦ So, open Microsoft Outlook on your desktop. In most cases, this 

means clicking on the Outlook icon. Microsoft Outlook opens:



Step 2: Create 
a New Outlook 
Message
The next step in sending 

your first message with MS 

Outlook is to learn how to 

create a new email.

◦ To create a new 

Microsoft Outlook email 

message, click the New 

Email option on the far 

left of the Microsoft 

Outlook Ribbon under 

the Home tab. The New 

Messages window 

appears in the MS 

Outlook Message tab:



Step 3. Fill Out the 
Header Information

◦ The first thing you'll need to fill out on the New 

Messages window is the email header 

information. This consists of the following fields:

• From Drop-down. This field contains the email 

address you're sending the email message 

from. (Note: If your Outlook account is only 

attached to one email account, this field won't 

appear.)

• To. The To field contains the email address or 

addresses you're sending the email message to.

• Cc. In this field you can include additional email 

recipients.

• Subject. The Subject field contains a brief 

description of your email topic.



How to Fill Out the Email 
Header Info (To, From, and 
Subject)

◦ To start, make sure the information in the From field is correct. This 

field defaults to the current email address you're using with Microsoft 

Outlook. If you use more than one email address with Microsoft 

Outlook, you'll see a down arrow to the right of the word From. This 

arrow allows you to switch the From field to another email address if 

you click on it. Here's what happens when you click the down arrow:

◦ Next, you want to identify who you're sending the email message to 

using the To field. You can do this is one of two ways:

1. Type the email address in the field. If there's more than one email 

address, use a comma to separate them.

2. Click the To field to search your email contacts. Select the contacts 

you want to send the message to from the Select Names: 

Contacts dialog box.

◦ Here's a look at the Select Names: Contacts dialog box:



Step 4. 
Compose a 
New Message 
With MS 
Outlook

◦ Once you've filled out 

the email header 

information, you're ready 

to learn how to compose 

an email. This is the 

content of your 

message.

◦ Simply type the 

message in the box 

below the header 

information:


