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

2. To add recipients, begin typing the name of anyone who is in
your contacts folder or in the District’s address list, or you can
type the email address in the To: or Cc: field.

3. Add a subject.
4. Type the message you want to send.
5. When you are done and your message is ready, click

Create a New Message
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When you open Outlook Web App, the first thing you see is your 
Inbox. This is where messages sent to you arrive, and this is where 
you will probably spend the most time reading and responding to 
messages.  

Quick Reference Guide

1. To attach a file to a message, select Insert  >Attachments or
OneDrive files.

2. Browse to find the file you want to attach.  Recent OneDrive
files will appear.  To browse on your computer, choose
Computer.  Locate the file.  Click Open.

3. If your file is on OneDrive, double-click the file you want to
attach.  Choose Send as Attachment.

4. After you have attached the files, they will show under the
Subject line in the email message.

Add an Attachment

1. Select the message in the reading pane.
2. At the top of the message, click Reply. A new message will

appear addressed to the sender of the original message.
3. Add your response.
4. Click               at the top of the message. 

Replying Only to the Original Sender

1. Select the message in the reading pane.
2. At the top of the message, click Reply all. A new message

will appear addressed to the sender and to all other recipients
of the original message.

3. Add your response.
4. Click  at the top of the message. 

To Reply to the Sender and All Recipients

1. Select the message in the reading pane.
2. At the top of the message click Forward. A new message will

appear.
3. On the To: line, enter the name or e-mail address of the

person you want to forward the message to. You can also
click To: or Cc: to jump to your address lists.

4. Add other information that you want in the message, such as a
quick note explaining why you’re forwarding it.

5. Click Send at the top of the message.

To Forward a Message

1. Select the message in the reading pane.
2. Hover over the message and select the red X
3. Or select the more actions button.
4. Select Delete.

To Delete a Message

To learn more, click here: Mail in Outlook Web App

Learn More

https://support.office.com/en-us/article/Mail-overview-ed7b1cb9-ef40-4fbd-a302-278cc7f4dcf5%23BKMK_FolderList



