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MS Outlook 
 

Get Started 
 

Create and Send an email 

Manage Calendar and Contacts 

 

Customise 

 
Create, change, or customize a view  

Change how you view your Outlook calendar  

Keep upcoming appointments and meetings always in view  

Focused Inbox for Outlook  

Show, hide, and view the Bcc box  

View message list by conversations  

View only unread messages  

Mark a message as read or unread  

View e-mail message headers  

Change the sound played when an email message arrives  

Turn new message alert pop-up on or off  

 

Categorise Items 
 

Create and assign color categories  

Add contacts to color categories  

Assign a color category to a calendar appointment, meeting, or event  

Rename a color category  

 

Change Fonts 
 

Change text color as you compose an email message  

Change the default font or text color for email messages  

https://support.microsoft.com/en-us/office/create-and-send-email-in-outlook-19c32deb-08b6-4f90-a211-02bc5f77f360
https://support.microsoft.com/en-us/office/manage-your-calendar-and-contacts-in-outlook-631a182a-21e0-4e41-8fa2-0d83e55da02d
https://support.microsoft.com/en-us/office/create-change-or-customize-a-view-f693f3d9-0037-4fa0-9376-3a57b6337b71
https://support.microsoft.com/en-us/office/change-how-you-view-your-outlook-calendar-a4e0dfd2-89a1-4770-9197-a3e786f4cd8f
https://support.microsoft.com/en-us/office/keep-upcoming-appointments-and-meetings-always-in-view-0e5f30da-c44d-4b96-8fd9-ba5d10db0962
https://support.microsoft.com/en-us/office/focused-inbox-for-outlook-f445ad7f-02f4-4294-a82e-71d8964e3978
https://support.microsoft.com/en-us/office/show-hide-and-view-the-blind-carbon-copy-bcc-field-04304e27-63a2-4276-8884-5077fba0e229
https://support.microsoft.com/en-us/office/view-email-messages-by-conversation-0eeec76c-f59b-4834-98e6-05cfdfa9fb07
https://support.microsoft.com/en-us/office/view-only-unread-messages-f2c8450c-9cd0-4037-a5d3-26f6946727ca
https://support.microsoft.com/en-us/office/mark-a-message-as-read-or-unread-59b44298-08c2-4eb7-8128-ea0fb7f52720
https://support.microsoft.com/en-us/office/view-internet-message-headers-in-outlook-cd039382-dc6e-4264-ac74-c048563d212c
https://support.microsoft.com/en-us/office/change-the-sound-played-when-an-email-message-arrives-cbf254a8-008c-4dce-a02f-b9c87fa8097a
https://support.microsoft.com/en-us/office/turn-new-message-alert-pop-up-on-or-off-9940c70e-b306-442e-a856-d94b20318481
https://support.microsoft.com/en-us/office/create-and-assign-color-categories-a1fde97e-15e1-4179-a1a0-8a91ef89b8dc
https://support.microsoft.com/en-us/office/add-contacts-to-color-categories-4d4e6521-aee8-4929-bea3-4a12e830fbfb
https://support.microsoft.com/en-us/office/assign-a-color-category-to-a-calendar-appointment-meeting-or-event-750596d9-707d-4412-8c0e-7fdc0fc52527
https://support.microsoft.com/en-us/office/rename-a-color-category-692ab131-525a-467b-8cbd-4b08346d5346
https://support.microsoft.com/en-us/office/8be7e0d8-61cd-40eb-8db1-5cf94434bd66
https://support.microsoft.com/en-us/office/change-the-default-font-or-text-color-for-email-messages-1aabb236-01d4-4faf-b998-a4087da3ceab
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Change the background color of your calendar  

Automatically change incoming message colors and fonts based on sender, subject, 

or recipients  

Change the font or font size in the message list  

Create stationery for email messages  

Apply stationery or backgrounds to email messages  

 

Signature 
 

Create and add a signature to messages  

Change an email signature  

Include an Electronic Business Card in your email signature  

Insert hyperlinks to Facebook and Twitter in your email signature  

 

E-mail 
 

Compose or Reply 

 

Create an email message 

Create an email message template 

Send an email message based on a template 

Attach a message, contact, file, or task to an email message 

Add graphics to messages 

Reduce the size of pictures and attachments 

Add a table to a message 

Add and request read receipts and delivery notifications 

Add tracking to email messages 

Create polls in email messages and review the results 

Flag messages for follow-up 

Use @mentions to get someone's attention 

Reply to or forward an email message 

 

https://support.microsoft.com/en-us/office/change-the-background-color-of-your-calendar-3c544857-8446-46a5-ab9c-07b6af6e5091
https://support.microsoft.com/en-us/office/automatically-change-incoming-message-colors-and-fonts-based-on-sender-subject-or-recipients-ee281b41-5be4-47e4-81fb-1d8a202870df
https://support.microsoft.com/en-us/office/automatically-change-incoming-message-colors-and-fonts-based-on-sender-subject-or-recipients-ee281b41-5be4-47e4-81fb-1d8a202870df
https://support.microsoft.com/en-us/office/change-the-font-or-font-size-in-the-message-list-57bd24a6-1f85-45ac-a657-fba877d3fe00
https://support.microsoft.com/en-us/office/create-stationery-for-email-messages-b5552ece-8f09-49ce-81a1-c1b7d347914f
https://support.microsoft.com/en-us/office/apply-stationery-backgrounds-or-themes-to-email-messages-e24fc237-62e1-4361-82a3-d8a7467d2b7e
https://support.microsoft.com/en-us/office/create-and-add-a-signature-to-messages-8ee5d4f4-68fd-464a-a1c1-0e1c80bb27f2
https://support.microsoft.com/en-us/office/change-an-email-signature-86597769-e4df-4320-b219-39d6e1a9e87b
https://support.microsoft.com/en-us/office/include-an-electronic-business-card-in-your-e-mail-signature-fe50a63b-34e5-44c5-b68f-849afdc28ab0
https://support.microsoft.com/en-us/office/insert-hyperlinks-to-facebook-and-twitter-in-your-email-signature-40833df1-9459-48f0-b90f-0f6e66536206
https://support.microsoft.com/en-us/office/create-an-email-message-147208af-ca8e-4cdf-b71f-77ba81a54069
https://support.microsoft.com/en-us/office/create-an-email-message-template-43ec7142-4dd0-4351-8727-bd0977b6b2d1
https://support.microsoft.com/en-us/office/send-an-email-message-based-on-a-template-56c645fc-1b25-4059-808b-55ee72b6bc2d
https://support.microsoft.com/en-us/office/attach-files-or-insert-pictures-in-outlook-email-messages-bdfafef5-792a-42b1-9a7b-84512d7de7fc
https://support.microsoft.com/en-us/office/add-graphics-to-messages-in-outlook-114bb251-861f-41cd-b20f-7e7289630c5b
https://support.microsoft.com/en-us/office/reduce-the-size-of-pictures-and-attachments-in-outlook-email-messages-d0b6b6bf-3b08-4dad-a01c-533719d1c005
https://support.microsoft.com/en-us/office/add-a-table-to-a-message-59766ab4-0fe5-4520-ba0b-e34f8b8cd025
https://support.microsoft.com/en-us/office/add-and-request-read-receipts-and-delivery-notifications-a34bf70a-4c2c-4461-b2a1-12e4a7a92141
https://support.microsoft.com/en-us/office/add-delivery-receipt-to-track-an-e-mail-message-69cd1b39-2300-482d-96c6-22e2f4a96848
https://support.microsoft.com/en-us/office/create-polls-in-email-messages-and-review-the-results-4d10e079-8ea1-489a-a79c-18cb71ae12dd
https://support.microsoft.com/en-us/office/flag-email-messages-for-follow-up-9d0f175f-f3e9-406d-bbf7-9c57e1f781cc
https://support.microsoft.com/en-us/office/use-mentions-to-get-someone-s-attention-90701709-5dc1-41c7-aa48-b01d4a46e8c7
https://support.microsoft.com/en-us/office/reply-to-or-forward-an-email-message-a843f8d3-01b0-48da-96f5-a71f70d0d7c8
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Send, Save, Print 

 

Delay or schedule sending email messages  

Change send/receive group settings  

Recall or replace an email message that you sent  

Change the display name that e-mail recipients see  

Save a message  

Change where sent email messages are saved  

Print email messages  

 

Digital Signatures 

 

Secure messages by using a digital signature  

Verify the digital signature on a signed email message  

Encrypt email messages  

Get a digital ID  

 

Calendar 
 

Manage Appointments 

 

Set or remove reminders  

Change an appointment, meeting, or event  

Create an all-day event  

 

Scheduling Meetings 

 

Schedule a meeting with other people 

Cancel a meeting 

Forward a meeting 

 

https://support.microsoft.com/en-us/office/delay-or-schedule-sending-email-messages-026af69f-c287-490a-a72f-6c65793744ba
https://support.microsoft.com/en-us/office/change-send-receive-group-settings-7184f59d-c194-44d7-973a-7af568a918d0
https://support.microsoft.com/en-us/office/recall-or-replace-an-email-message-that-you-sent-35027f88-d655-4554-b4f8-6c0729a723a0
https://support.microsoft.com/en-us/office/change-the-display-name-that-e-mail-recipients-see-2b53331a-ba2a-4803-88dc-ac9fe376c8a9
https://support.microsoft.com/en-us/office/save-a-message-as-a-file-4821bcd4-7687-4d6d-a486-b89a291a56e2
https://support.microsoft.com/en-us/office/change-where-sent-email-messages-are-saved-bd95ef3b-8c04-466a-8576-d1ce0eabeb2c
https://support.microsoft.com/en-us/office/print-contacts-messages-or-other-outlook-items-d2c0b12b-e308-41ce-9016-a3089ebdbe38
https://support.microsoft.com/en-us/office/secure-messages-by-using-a-digital-signature-549ca2f1-a68f-4366-85fa-b3f4b5856fc6
https://support.microsoft.com/en-us/office/verify-the-digital-signature-on-a-signed-email-message-21ebf9c6-3cab-48df-9559-19af76f6cbed
https://support.microsoft.com/en-us/office/encrypt-email-messages-373339cb-bf1a-4509-b296-802a39d801dc
https://support.microsoft.com/en-us/office/get-a-digital-id-0eaa0ab9-b8a2-4a7e-828b-9bded6370b7b
https://support.microsoft.com/en-us/office/set-or-remove-reminders-7a992377-ca93-4ddd-a711-851ef3597925
https://support.microsoft.com/en-us/office/change-an-appointment-meeting-or-event-29b44f7a-8938-4b99-b98d-3efcf45f7613
https://support.microsoft.com/en-us/office/create-an-all-day-event-52420de0-8f5a-41b2-a165-070588896c25
https://support.microsoft.com/en-us/office/schedule-a-meeting-with-other-people-5c9877bc-ab91-4a7c-99fb-b0b68d7ea94f
https://support.microsoft.com/en-us/office/cancel-a-meeting-9e1eac0d-0462-4a01-ad0b-7d0543819562
https://support.microsoft.com/en-us/office/forward-a-meeting-94f2df68-8109-4334-8bfa-f5c013dc1578
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Customise Calendar 

 

Add holidays to your calendar 

Export an Outlook calendar to Google Calendar 

View multiple calendars at the same time 

Share an Outlook calendar with other people 

Allow someone else to manage your mail and calendar 

Open another person's Exchange Calendar 

 

Contacts and Tasks 
 

Contacts 

 

Add people to a contact group 

Edit a contact 

Share a contacts folder with others 

Create a contact group from a list of names in an email message 

Send an email message to a contact group 

Create and edit a contact group or distribution list 

Create a contact group from a list of contacts in Excel 

 

Create and Assign Tasks 

 

Create tasks and to-do items  

View your tasks in Outlook  

Create a task from a message  

Assign and track tasks  

 

Manage and Organise 
 

Search 

 

https://support.microsoft.com/en-us/office/add-holidays-to-your-calendar-in-outlook-for-windows-f16d872f-8dad-4750-bb7c-166e72c26977
https://support.microsoft.com/en-us/office/export-an-outlook-calendar-to-google-calendar-662fa3bb-0794-4b18-add8-9968b665f4e6
https://support.microsoft.com/en-us/office/view-multiple-calendars-at-the-same-time-fffa8783-0556-4ea1-ba62-3ed8a95a903c
https://support.microsoft.com/en-us/office/share-an-outlook-calendar-with-other-people-353ed2c1-3ec5-449d-8c73-6931a0adab88
https://support.microsoft.com/en-us/office/allow-someone-else-to-manage-your-mail-and-calendar-41c40c04-3bd1-4d22-963a-28eafec25926
https://support.microsoft.com/en-us/office/open-another-person-s-exchange-calendar-2257f515-408f-48ea-9363-11d0d5848c77
https://support.microsoft.com/en-us/office/add-people-to-a-contact-group-in-outlook-for-pc-0c6c3bee-0529-4d87-822f-026620072e28
https://support.microsoft.com/en-us/office/edit-a-contact-2925f5d8-6092-4c74-9331-e6915df59fc2
https://support.microsoft.com/en-us/office/share-a-contacts-folder-with-others-ce5a40d1-bc9f-4f5d-a2aa-5ec388573821
https://support.microsoft.com/en-us/office/create-a-contact-group-or-distribution-list-in-outlook-for-pc-88ff6c60-0a1d-4b54-8c9d-9e1a71bc3023
https://support.microsoft.com/en-us/office/send-a-message-or-a-meeting-invite-to-a-contact-group-1c97fcb2-0ed4-41e6-b401-58f9d7d40e39
https://support.microsoft.com/en-us/office/create-a-contact-group-or-distribution-list-in-outlook-for-pc-88ff6c60-0a1d-4b54-8c9d-9e1a71bc3023
https://support.microsoft.com/en-us/office/create-a-contact-group-or-distribution-list-in-outlook-for-pc-88ff6c60-0a1d-4b54-8c9d-9e1a71bc3023
https://support.microsoft.com/en-us/office/create-tasks-and-to-do-items-45a94e7b-a4ee-46ea-9823-c3423c0eab8e
https://support.microsoft.com/en-us/office/view-your-tasks-2146bc92-2d5c-407f-a619-2b2e372b2ca2
https://support.microsoft.com/en-us/office/create-a-task-from-a-message-40deff88-941a-4fc0-aba1-7d929d947795
https://support.microsoft.com/en-us/office/assign-and-track-tasks-cdc1a3de-4e4c-44f6-8921-77a8cd43e971
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Create a Search Folder  

Find people and contacts  

Search and filter messages  

Find a message or item with Instant Search  

Learn to narrow your search criteria for better searches  

 

Clean up inbox 

 

Overview of the Junk Email Filter  

Add names to the Junk Email Filter lists  

Change the level of protection in the Junk Email Filter  

Use junk email filters to control which messages you see  

Review email messages identified as junk  

Block a mail sender  

Recover deleted items  

Use Conversation Clean Up  

Use Clutter to sort low-priority messages in Outlook  

Turn off Clutter in Outlook  

 

 

 

https://support.microsoft.com/en-us/office/use-search-folders-to-find-messages-or-other-outlook-items-c1807038-01e4-475e-8869-0ccab0a56dc5
https://support.microsoft.com/en-us/office/find-people-and-contacts-f868749b-31a4-4fba-a936-b778cbb8f1cb
https://support.microsoft.com/en-us/office/video-search-and-filter-email-3e32b06d-a2d9-4a66-922f-78b77c41b97f
https://support.microsoft.com/en-us/office/find-a-message-or-item-with-instant-search-69748862-5976-47b9-98e8-ed179f1b9e4d
https://support.microsoft.com/en-us/office/learn-to-narrow-your-search-criteria-for-better-searches-in-outlook-d824d1e9-a255-4c8a-8553-276fb895a8da
https://support.microsoft.com/en-us/office/overview-of-the-junk-email-filter-5ae3ea8e-cf41-4fa0-b02a-3b96e21de089
https://support.microsoft.com/en-us/office/block-a-mail-sender-b29fd867-cac9-40d8-aed1-659e06a706e4
https://support.microsoft.com/en-us/office/change-the-level-of-protection-in-the-junk-email-filter-e89c12d8-9d61-4320-8c57-d982c8d52f6b
https://support.microsoft.com/en-us/office/274ae301-5db2-4aad-be21-25413cede077
https://support.microsoft.com/en-us/office/afba4d3b-7bf1-461d-911f-abb65ac0f717
https://support.microsoft.com/en-us/office/block-a-mail-sender-b29fd867-cac9-40d8-aed1-659e06a706e4
https://support.microsoft.com/en-us/office/recover-deleted-items-in-outlook-for-windows-49e81f3c-c8f4-4426-a0b9-c0fd751d48ce
https://support.microsoft.com/en-us/office/use-conversation-clean-up-to-delete-redundant-messages-70179d54-fa57-48ce-95fd-416d72e5ccd4
https://support.microsoft.com/en-us/office/use-clutter-to-sort-low-priority-messages-in-outlook-7b50c5db-7704-4e55-8a1b-dfc7bf1eafa0
https://support.microsoft.com/en-us/office/turn-off-on-clutter-in-outlook-a9c72a77-1bc4-40e6-ba6d-103c1d1aba4c

