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Welcome! 
Microsoft Outlook provides you with a suite of personal information management tools to help 

you manage your time and information effectively.  One of the main features that Outlook 

provides is e-mail, which has become an essential method of communication within the NHS, 

both within NHS organisations and with our external contacts, such as patients and suppliers. 

This IT Training course will show you how to: 

• Send and receive e-mail messages 

• Work with the Address book 

• Personalise your messages 

• Attach files to your messages 

• Organise your messages 

• Manage your Contacts 

If you have been using MS Outlook for a while, you may already know how to use some of the 

features covered in this guide, but if you were using the previous version of MS Outlook we 

hope that the notes here will help you upgrade your skills and knowledge and take advantage of 

the new features on offer. 

To help you, you will find the following symbols used throughout this guide: 

 

This symbol will indicate information that you need to be aware of, tips and tricks and occasionally, things to watch out for to avoid 
problems. 
 

This symbol will be shown when you need to take care and pay attention to what you are doing to avoid creating problems for 
yourself. 

 

Best wishes 

IT Training Team (Cheshire) 

IT Services, Midlands and Lancashire CSU 

 

Contact 

Email: csu.ittraining@nhs.net 

Telephone:  01606 544468 

 

mailto:csu.ittraining@nhs.net
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Launching Outlook 
To launch MS Outlook, you need to select the Outlook logo from your Desktop or 

Start Menu.  The Outlook screen will then appear: 

 

Title Bar: Shows the name of the current window (i.e., Microsoft Outlook 2010) and the 

currently displayed folder. 

Quick access toolbar: The Quick access toolbar (QAT) can be customised by adding your 

own icons. 

Folder Pane: The Folder Pane displays all the folders and different parts of Outlook. 

Status Bar: Displays status information including a count of the current items displayed in the 

current folder, for example the number of emails within the current email folder. 

Reading Pane: This is the new name for the Preview Pane and can be switched off if not 

required or positioned to the bottom or to the right of the Content Pane. 

To Do Pane: This area can be customised to show your Calendar, Upcoming Appointments 

and Tasks.
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Creating an email 

To create a new email, make sure that your Inbox is selected in the Folders list and then click 

 on the Home ribbon.  A new message window will display: 

 

Addressing an email 

Emails can be addressed in three different ways: 

Using a Staff Name 

If you have used an email address previously start to type the address into the To field.  A list of 

email addresses will be displayed, click on the address you want to use. 

 

Using the Address List 

If the person you are emailing works within your NHS organisation and you do not know their 

full name or spelling you can check the Address Book.  

Click the button to view the Address Book. 
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Click in the Address Book box and select Global Address List from the menu options. 

In the Search box enter part of the last name of the person you want to find.  You can also type 

the initial or part of the first name.  The list will change to show the names that closely match the 

one you have partially typed in.  When you see the name you require click it, then click the 

 button at the bottom of the dialog box. 

If you want to send the message to more than one person, over type the name in the Search 

box and find the next person.  Click their name then click the  button again.  Repeat 

as required.  Click  to complete. 

Using an email address 

If the person you are emailing does not work for your organisation you will need to enter their 

email address in the To box. For example:   

 

Using the Cc box 

The  box beneath the To option in the Message Header can be used to enter 

the name or names of people that you want to send a copy of your email to. Cc is an 

abbreviation of “Complimentary Copy”.  You can also enter names into the Cc box using the 

Global Address List. 
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Using the Bcc box 

The  can be accessed initially through the Global Address List.  Bcc is 

an abbreviation of “Blind Complimentary Copy”.  

 

In the example above, the message is being sent to Dave, with a Bcc to Sharon. When Dave 

receives the message, he will not know or be able to see that Sharon has also had a copy of the 

message.   

Entering a subject 

Entering a subject in the Subject heading box is very important.  The subject will be displayed 

against your email in the recipient’s Inbox and will give them an indication of what your 

message is about. E.g.:  

Never leave the subject heading blank.  This is bad manners, and some organisations automatically delete emails with no 
subject heading in case the email contains a virus. 

Entering the message text 

Email is supposed to be a brief, friendly and informal method of communication.  International 

Email Etiquette guidelines have been drawn up over the last few years to help users to create 

emails in a uniformly acceptable way.  The guidelines are as follows: 

Greeting:  Messages should start with some form of greeting.  (The phrase “Dear …” is not 

used by most email users.) 

Message Body:  

The message itself is usually set apart from the greeting by the insertion of a blank line.  

Messages should not be typed in capitals as this is interpreted as shouting by email users.  The 

use of mobile phone text message spelling should be avoided. 

Tone:  At the end of the message it is important to set the tone for your message.  This is often 

done with bland words such as “Regards”.  Setting the tone is important as your recipient could 

read a tone in your email that you did not intend.  You do not have to enter your name at the 

end of an email, as your name will appear against the email in the recipient’s inbox and will also 

appear in the message header. However, many users like to personalise the end of their 

message with their name, nickname or initials.   
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The example shows a typical layout of an email using the International Email Etiquette 

standards: 

 

 

 

 

 

 

 

 

Sending the email 

To send the email you have written, click .  The email will go to your Folder and 

wait to be collected by the email system.  The message will be taken to the Email Exchange 

server and if it is an internal email sent on straight away to the recipient.  If the email is to an 

external recipient, the message will be passed to the Internet for onwards delivery. 

A copy of the email that you sent will be placed in your  for you to refer to if required. 
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Reading emails 
Emails sent to you will arrive in your Inbox. 

 

New emails are shown in bold on the right of the screen and a number will show next to the 

Inbox folder in the Folder pane on the left. 

If a message arrives for you while you have Outlook running on your PC, an audible bleep may 

be heard.  You may also find a Desktop Alert appears in the bottom right hand corner of your 

screen, e.g.:  

 

You can click on this Desktop Alert to open the email or ignore it and after a few seconds it will 

disappear from your screen.  The email will remain in your Inbox awaiting your attention. 

Reading an email with the Reading Pane 

Emails can be read using the Reading Pane.  The Reading Pane can be placed either at the 

bottom of the Content Pane or to the Right.   

To read your new message in the Reading Pane, click View, Reading Pane, Bottom. 

 

Click on your message. The content of the message will now appear in the Reading Pane at the 

bottom of the screen.   

In the example the Reading Pane is shown displayed at the bottom of the content pane. 
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To move the Reading Pane to the right of the Content Pane, choose View Reading Pane, 

Right: 

 

To turn off the Reading Pane, choose View, Reading Pane, Off. 

As soon as you click on another message in your content pane, the message test will change 

from bold text to indicate that you have read the message. 

Reading an email with the Message Window 

If you double click on the message in the Content Pane, the message window will appear:  

 

Click the cross in the top right corner of the window  to close the message.  The message 

text will change from bold text to indicate that you have read the message.  
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Responding to messages 

Replying to the sender 

To send a reply to the person who has sent a message to you: 

From the Reading Pane:  Display the message in the Reading Pane and click  from the 

Home ribbon at the top of the Outlook screen or at the top of the message in the 

Reading Pane.  A new draft email will be created in the Reading Pane: 

 

 

The replying email header will have been automatically addressed back to the originator of the 

message you received.  Their subject heading will have been prefixed with RE: so that they 

know what subject you are replying about.  Their original message is shown in the lower part of 

the message window with space for you to type your response at the top.  

In the Reading Pane you can click Pop Out to open the message in a new window or click 

Discard if you want to cancel the draft message.  

If the originator of the message has specified a Greeting, International Email Etiquette would consider it would be ok for you not to do 

so, although many people naturally put a greeting.  If the originator has set the Tone in the original message it is assumed that you will 

continue in the same tone, but again many people like to sign off their replies with “Regards” or a similar wording.   
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Click   when complete. Within the Reading Pane or within the original message window a 

banner will now appear above the Message Header informing you that you have replied and the 

date and time of your reply. 

 

Your message will now be marked with  in the Inbox indicating that you have replied to the 

message. 

Replying to all the original recipients 

If the message you have received was sent to other people as well as you, you can have your 

reply sent back to the originator and everyone else whose name is listed in the header of the 

original message.  Click , and complete the message as specified in the section above 

titled “Replying to the Sender”. 

Your message will now be marked with  in the Inbox indicating that you have replied to the 

message. 

Forwarding the original message 

If you wish to share the original message with another email user, you can forward it to them.  

This is useful where you have been sent a message intended for someone else or if you think 

the subject matter would be of interest to someone else.  Click  and enter the email 

address of the person that you want to forward the message to.  You can enter multiple email 

addresses; you will need to separate each one with a semi-colon; Then complete the message 

as specified above in the section “Replying to the Sender”. 

Your message will now be marked with  indicating it has been forwarded.  

Within the Reading Pane or within the original message window a banner will now appear 

above the Message Header informing you that you have forwarded the message and the date 

and time of your reply. 
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Recalling a Message 
If you discover errors in a message you have sent you can recall the message.  Select the Sent 

Items folder and open the message you want to recall.  Choose Actions from the Move group 

on the Message ribbon and select Recall This Message. 

 

Select whether you want to Delete unread copies of the message or Delete unread copies 

and replace them with a new message, then click OK.   

 

If you tick the option to tell you if the recall succeeds or fails, you will receive an email to confirm 

the outcome.  If the recall is successful, the email will be deleted from the persons inbox. 

You can only recall or resend a message if the recipient is logged on and has not yet read the message or moved it from their Inbox. 

 

Printing a Message 

To print a message, open it, or select it, then click  from the Quick Access Toolbar in the 

top left corner of the screen.  Alternatively click File and Print. 
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Message Settings 

Setting Importance 

You can change the status of a message from Normal to either High or Low importance before 

you send it.  Write the message as normal, and then click the following as required on the 

Message ribbon in the tags group: 

 

Alternatively, click the Dialog Box Launcher button in the Tags group on the ribbon. 

   

Adjust the Importance drop down field to reflect the setting you require.  Click OK to confirm. 

 

 

You can also set the Sensitivity of your message to Personal, Private or Confidential in the Properties dialog as displayed above.  The 

Sensitivity will appear on the information banner at the top of the message sent to the recipient  .  
Please note: this feature is not widely used.   

Tracking Messages 

Tracking Delivery 

To find out when an email has been delivered to a recipient, create the email and click the 

Options tab.  Tick the option Request a Delivery Receipt.  When the message has been 

delivered you will receive a Notification message in your inbox informing you of the date and 

time that the message was delivered.   

 

  



 

NHS Midlands & Lancashire Commissioning Support Unit 
18 

Tracking when the message is read 

To find out when an email has been read by a recipient, create the email and click the Options 

tab.  Tick the option Request a Read Receipt.  

When the recipient opens the message, you will receive a Notification message in your inbox 

informing you of the date and time that the message was read.  The message will be marked 

with . 

 

You will be alerted if you receive a message that contains a Delivery Receipt or a Read Receipt and can choose whether to allow a 

receipt to be sent back. 

 

Managing Read Receipt Tracking 

You can alter the way that Read Receipt Tracking is managed by changing your Outlook 

Settings.  From the Main Outlook Window, choose File, Options and select Mail from the 

Folder Pane on the left.  Scroll down to the Tracking section. 

  

If you always want to request Read or Delivery Receipts, tick one of the boxes at the top of the 

section. 
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To alter the way your Outlook account manages requests that you receive for Read Receipts 

select the options required: 

• Always send a response 

• Never send a response 

• Ask each time whether to send a read receipt. 

 

Click OK to confirm the changes   

 

Please check with your line manager to see if you are required to set your Outlook account to respond to requests in a way. 

 

Voting Buttons 

Creating Voting Buttons 

You can send a message and ask the recipients to respond using Voting Buttons rather than 

sending a typed response.  Create the message as normal and inform the recipient there are 

voting buttons available then click the Options tab. Click Use Voting Buttons and select the 

response buttons you want to create.   

 

If the default responses do not match your question, select Custom from the menu options.  

Click in the box next to Use voting buttons and type in your own options separated by a semi 

colon, for example:  Monday;Tuesday;Friday.   

 

The buttons will not appear in your message, but an information message will appear at the top 

of the window: 

 

When the message is received by the recipients an information message will be displayed at 

the top of the message and the Vote button will be displayed. 
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Responding with Voting Buttons 

On receipt of a message containing Voting Buttons, simply click the Vote button that 

corresponds to your response. 

 

You will be prompted to either send your response back immediately or if you want to edit the 

response and add some text to the message before sending it back.  Select as required and 

click OK. 

 

 

Tracking Voting Responses 

You will receive the response messages back into your Inbox as normal emails 

 

If you want a summary of the responses, select your Sent Items folder and open the original 

message that you sent.  The message will now contain a Tracking button.  Click the Tracking 

button to view a summary of the responses from all recipients.  
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Delivery Options 

Re-directing Replies 

To have the reply to an email you are sending sent directly to someone else, create the 

message as normal and select the Options tab and click  in the More Options group.   

Navigate to the Delivery options

.   

The option Have replies sent to will already be ticked and the email address of your mailbox 

will be displayed. 

Delete the email address and type in the email address or click the Select Names button to 

select the name from the Global Address list.  This user will receive any replies to the email 

message. 

Click Close and send the email as normal.   
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Delaying the delivery of an email 

To delay the delivery of an email you are sending, create the message as normal and select the 

Options tab and click .   

Tick the option Do not deliver before: 

  

Specify the date and time required using the drop-down options or type the date and time.  Click 

Close and send the email as normal.  When you send the email, it will wait in your Outbox until 

the specified date and time before being released for delivery.  Outlook will need to be open for 

the email to be sent. 

Messages that expire 

You can send an email that will be marked as expired by being crossed out in the recipient’s 

inbox if they do not open it before the expiry date and time you specify.   

They can still read the message, but it will contain a banner indicating that the message has 

expired.   

Create the message as normal and select the Options tab, navigate to the More Options 

group and click the Dialog Box Launcher button to access the Properties box. 

 

Tick the option Expires after and specify the date and time that you want the message to expire.  

Click Close and send the message as normal. 
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Spell checking the message 

If you have made any spelling mistakes in your email message, they will be underlined in red.  

E.g.:   

Checking word by word 

If a word appears underlined, you can attempt to correct it by placing your I-beam in the middle 

of the word (e.g.: ) and Right mouse click.  A list of suggested spellings for the word will 

be displayed.  You can also choose to Ignore All or Add to Dictionary. 

 

Checking on-demand 

To spell check a message before you send it, press F7 or choose the Review tab 

and click Spelling & Grammar.   

The spell-checking dialog box will display offering you suggested alternative words, 

the opportunity to manually correct spelling or to add to your dictionary.  You can 

also ignore words if they are not spelling mistakes.  You can invoke the spell checker at any 

stage during typing your message. 
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Checking as you send 

If you like to spell check every message you send, you can change your Outlook setup to 

automatically check the spelling of your messages as you click the Send button.   

To do this, choose File, Options from the main Outlook screen and select Mail from the Folder 

Pane on the left.  In the top section click the option Always check spelling before sending.  

You can also tick the option to Ignore original message text in reply or forward.  Click Close 

to confirm the changes. 

   

From now on, each time you click Send, the spell checker will automatically check your 

spellings. 

Mark as Read or Unread 

You can change the read status of a message to Mark as Read or Mark as Unread. 

Right click on the message and select Mark as Unread.  

 

 

The message will show as unread and the number next to the inbox will increase. 
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Adding an Automatic Signature 
An Automatic Signature is a predefined block of text that can be inserted automatically at the 

end of your message.   

From the Main Outlook window, select File, Options, Mail and click Signatures on the right 

side of the screen. 

 

The Signatures and Stationary dialog box will be displayed: 

 

Click  and enter a name for your Signature and click . 
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Click in the blank space under the Edit Signature toolbar. 

 

Type in your signature block, do not forget to include your job role, postal address, email 

address and contact number.  Apply any formatting that you require by first selecting the text 

and then using the formatting toolbar in the same way that you would alter the formatting of text 

in a word document. 

If you have any logos to add to your signature you will need to be copy and paste into the Edit 

Signature area. 

Click when you have finished.  You may wish to set a different signature for new 

messages and Replies/Forwards, click  again to create another signature and 

. 

Selecting the signature for new messages 

To use your signature for any new messages that you 

create, specify your signature in the Choose default 

signature area.  Select the signature for New messages 

and Replies/forwards using the drop-down options. 

Click OK to complete the process, click OK again to close the Outlook Options box.  Next time 

you start a new message, your Signature block will appear in the message window 

automatically. 

Change Signature on-demand 

If you want to change the Auto-Signature that appears by default for an email, point at the 

default signature that has appears and right click it.  Select the alternative signature that you 

require.   

You can also click Signatures to make any amendments. 
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Using the Out of Office Assistant 
The Out of Office Assistant will reply on your behalf when you are unable to answer your 

emails.  Choose File and click  on the right side of the screen. 

 

Select  option and enter the text that you want to have sent back 

automatically to anyone who sends you a message whilst you are out of the office inside your 

organisation.   

 

Ideally you should specify: 

• Where you are for example you are on annual leave (although you can be vague). 

• When you will be back. 

• What the email sender should do if their message is urgent (i.e., who do they contact in 

your absence.) 

If you have an Auto-signature set up this will not be included to the end of the automatic reply 

so you will need to type in a suitable tone and signoff at the end of the message. 

Click the Outside My Organisation tab to add a different reply for other email users not in your 

organisation. 

Click  when done.  You can now exit Outlook.  Any messages that are sent to you will 

wait in your inbox until you return.  Anyone sending you an email will receive your Automatic 

Reply once only. 
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Working with Attachments 

Attaching a file to an email 

To attach a file to an email, write the email as normal and then click .  A list of your recent 

items will be displayed, or you can click Browse this PC at the bottom of the menu. 

 

Select the file that you want to attach from the Recent Item list.  If you have selected Browse 

this PC, navigate to the location on the left of the dialog box, select the file and click    

 

The file will appear listed below the Subject heading with the size of file displayed.  The 

maximum size limit for an attachment is a total of 20MB. 

 

Send the email as normal. 
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Reading attachments 

Messages containing attachments are identified by the paperclip symbol next to the email: 

 

There are two ways to open an attachment: 

From within the Reading Pane 

If you are using the Reading Pane, the attachment will be listed beneath your name as shown 

above.  Double click the attachment icon and the file will open so that you can view it.  When 

you close the file (and its associated application) you will be returned to the Outlook Inbox. 

From within the message window 

Double click to open the email message window and double click on the attached file.   The file 

will open so that you can view it.  When you close the file (and its associated application) you 

will be returned to the message window.  Close the window to return to the Outlook Inbox. 

Saving attachments 

If you want to save an attachment, point at the attachment icon and click the arrow on the right 

side of the attachment. Click Save As or Save All Attachments.   

 

The Save As dialog box will display.  Navigate to the location on the left where you want to 

save the attachment.  Click Save to save a copy of the file. 
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Removing an Attachment from an Email 

Using the Reading Pane 

Click the email to view in the reading pane, click the arrow to right side of the attachment and 

click Remove Attachment from the menu. 

 

A warning message will be displayed to confirm that you want to remove the attachment.  Click 

Remove Attachment to confirm. 

 

From an Open Email 

Double click to open the email, click the arrow to right side of the attachment and click Remove 

Attachment from the menu.  A warning message will be displayed to confirm that you want to 

remove the attachment.  Click Remove Attachment to confirm (see above) 

Close the email with the cross in the top right corner.  You will be prompted with a warning 

message that the email has changed, click Yes. 
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Managing Messages 
After a while you may find that you build up a considerable amount of emails in both your Inbox 

Sent Items or Deleted Items folders.  It is a good idea to organise your messages so that you 

can retrieve them easily. 

Sorting messages 

Reading Pane View – switched on 

Click on Unread to view any emails you have not read yet.  In the All view, click By Date to 

change the Filter, Arrange By or Sort options. 

 

In the example above, the messages have been Filtered to view All Mail, Arrange By Date and 

Sort by Newest on Top.   

Notice the arrow pointing up indicating the sort order.  If the triangle points 

up, it indicates A-Z or order, if the triangle points down, it indicates Z-A 

order.  

If you sort by Received or Sent, the triangle pointing up is indicating Ascending order, if the 

triangle points down you are seeing Descending order.  
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Reading Pane View – switched off 

Click on Unread to view any emails you have not read yet.  In the All view, click By Date to 

change the Filter, Arrange By or Sort options. 

Alternatively, you click on the column heading to change the sort order.  An arrow will be 
displayed on the column heading to show which column the sort has been applied. 

 
 
In the example above the emails are sorted by the Received column. 

 

Grouping messages 

Choose View and select a suitable view from the Arrangement group.  Click the More button 

 to view more options. 

 

In the example below we have selected to view by Date to group the messages by the day on 

which you received them.  This is a helpful way of organising your emails quickly and easily.   

Click the  to hide the messages from that date period from view. 

 

To change the grouping of your messages from date to something else, choose View and 

select the arrangement you require, e.g. by Subject, or by Importance. 
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Changing message view 

There are some default views that you can select by choosing View, Change View.   

 

Custom message groups/views 

If you would prefer to group/view your messages in a different way, choose View and click 

.   

In the Advanced View Settings dialog box, 

click .   

 

 

 

 

 

 

In the dialog box, uncheck the box 

Automatically Group According to 

Arrangement, then select the item heading 

that you want to use, e.g. From.   

Select either Ascending or Descending and 

click OK.   

 

 

 

 

 

 

Your messages will now be grouped by the item that you specified.   Notice that you can specify 

up to four items to help you group your messages.  You may find that you need to use a bit of 

trial and error to get the grouping feature to work exactly as you want it.   
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For example:  The Group by Options set to From results in messages being group by the 

name of the person who sent them: 

 

If at any time you want to return to the original grouping by Date, choose View, View Settings and click  button. 

Click Yes to confirm when prompted and then OK to close the dialog box. 

Grouping messages using the Folder Pane Options 

The Folder Pane Options can be used to change the view and order of the icons that are 

displayed.  Choose View and click Folder Pane from the ribbon and select Options. 

 

 

 

Adjust the maximum number of visible items, you can only see 3 or 4 items at a time. 

Click items in the Display in this order box and click Move Up or Move Down to change the 

order. Click OK and the following buttons will appear at the bottom of the Folder Pane: 

 

Click the button to change the view or hover over the button for a 

preview. 

 

 

 

 

 

 

 

 

To access the other buttons, click  
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Deleting messages 

If you no longer require a message in either your Inbox or Sent Items folder you can delete it.  

There are several ways of doing this: 

From the Reading Pane 

Click a message to select it and hover at the end of the message to view the Delete the item 

icon.  Click Delete the item icon to delete the message you are currently viewing. 

 

 

Alternatively click  from the Home ribbon or press the Delete key on the keyboard. 

From an open email 

click  from the Home ribbon. 

Using the Deleted Items folder 

The Deleted Items folder temporarily holds all the mail items you have chosen to delete so that 

if you change your mind you can drag them back into your Inbox or Sent Items folder.   

Periodically you will need to delete the items in your Deleted Items folder.  To do this, right click 

on the folder and select the option .  All the items in your 

Deleted Items folder will be deleted. 

Deleting Selected Messages 

You may not want to delete all the emails from the Deleted Items folder just a selection. 

Sort your messages into Date order.  Click the first message, then hold down SHIFT and click 

the last message in the series.  The example below displays emails with the Reading Pane 

turned off.  

 

You can click  or press Delete on the keyboard to delete the selected emails. 
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Filing Messages 
If there are messages that you want to keep for future reference you can organise them into 

separate folders within your Inbox.   

Creating a new folder 

Point at the Inbox in the Folders List and right click.  Select  from 

the quick menu.  Enter a name for your new folder and press Enter.  Your new folder will now 

appear beneath your Inbox.  Repeat as required to create as many folders as you need.  

  

Folder Hierarchy 

You can change the display of your folders by using the expand and collapse icons at each 

level of your folder hierarchy.  Click  to expand a level or  to collapse a level. 

Moving messages into folders 

To move a message into a folder, point at the message, hold down the left mouse button and 

drag the message to the folder.  When the folder is highlighted in blue release the mouse and 

the message will have been filed into that folder.   

Alternatively, select the message and click  from the Home ribbon.  A list of your 

folders will display.  Select the name of the folder you wish to file the item into. 

Displaying the content of a folder 

Click the folder to display the content of the folder. 

Selecting multiple messages 

When you are managing your messages, it can be useful to be able to select more than one 

message at a time.   

To select a random group of messages, click the first message and then hold down the CTRL 

key.  Keeping the CTRL key held down, click the other messages that you want to select.  

Release the CTRL key when done.  You can now delete or move the messages as normal. The 

example below displays emails with the reading pane activated.
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If you want to select a series of messages that are listed together, click the first message, then 

hold down SHIFT and click the last message in the series.   The example below displays emails 

with the reading pane activated. 
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Flagging Messages 
You can’t answer every message as soon as you read it, but it is easy to forget that you need to 

action a message after it has been marked as read. Follow Up flags can be set on messages 

that you need to review and take action on to remind you. 

 

You can use up to six different flags to help you indicate different types of action.  You can also 

set a reminder to pop up on your screen to make sure that you respond by a deadline. 

Quick Flags 

To quickly flag a message for follow up, click the shaded Flag Status Icon to the right of the 

message.  It will turn Red.   

  

To indicate that you have completed the action that you needed to follow up, click the  icon 

and it will change to . 

To clear the flag, point at the flag and right click.  Select Clear Flag. 

For other flag options right click on the flag and select the relevant option from the quick menu. 

 

Adding a Flag Reminder 

To add a reminder to a flag, point at the flag and right click.  Select Add Reminder.   In the 

dialog box, select a Flag to message or type in your own text.  Specify the Due Date and the 

Reminder Date and Time.  Click OK.  
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If you have set the reminder option or you do not complete or clear the flag a reminder window 

will be pop up. 

 

You can choose to dismiss the reminder, open the email item to review the contents, or snooze 

the reminder to remind you again in anything from 5 minutes to 2 weeks.  

When the reminder redisplays after being snoozed it will indicate how overdue the action is, 

however, your options remain the same; you can dismiss it, open it or snooze it again!  Emails 

with Overdue reminders set are automatically coloured red in your Inbox. 

Adding a Flag to a message 

You can add Flags to messages that you send to other people.  Simply click Follow Up from 

the Message ribbon and specify the settings you require.   

 
 

On receipt of the email the flag will become active in their inbox and any reminders will appear 

at the time and date you specified.   
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Using Rules  
You can set up rules to automatically file emails, forward emails and perform a variety of other 

tasks for you. 

Setting a quick rule 

Right click on the email and select Always Move Messages from… 

 

This will display the Rules and Alerts dialog box.  The Deleted Items folder will be selected by 

default.  Click a different folder if required, click the arrow to the left of a folder to expand the 

contents. 

 

Click a folder and click  to create a new folder in that area. Click OK to confirm.   

When a new email is received from the email address the new rule will be applied and the email 

will be automatically moved to the selected folder. 

Alternatively select Create Rule from the right click menu for more options. 

Tick the relevant boxes in the dialog box that 

is displayed. 

Click OK to confirm.   

When a new email is received from the 

email address the new rule will be applied 

and the email will be automatically moved to 

the selected folder. 
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Using the Rules Wizard 

Click Rules from the Home ribbon and select Manage Rules & Alerts.  This can also be found 

by right clicking on the email and selecting from the Quick Menu. 

 

Click New Rule to start the Rules Wizard. 

 

Specify rule 

Start from a template or a blank rule.  In the Step 1: 

Select a template at the top of the dialog box, click 

to highlight the rule that you want to set up. 
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In the Step 2: Edit the rule description at the bottom of the dialog box, click on the hyperlinks 

to access the information requested.  Click Next.   

 

In the example, we have decided to move messages from IT Training into the Deleted Items 

folder.   

Specify condition 

Which conditions do you want to check?  To set additional conditions, tick them in the Step 1: 

Select condition(s) at the top of the dialog box.     

Use the Step 2: Edit the rule description at the bottom of the dialog box, to enter the specific 

details for the condition(s) you have selected by clicking on any displayed hyperlink.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Next when done.  If you want to keep your rule simple, you can bypass this step and click 

Next. In this example we have not made any changes. 
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Specify Actions 

What do you want to do with your message?  We have 

not changed the default settings in the Step 1: Select 

actions at the top of the dialog box. 

An action (such as moving the email to a folder) this 

may already be specified but you can select additional 

actions.  The additional actions will appear in the Step 2 

box, and you will again need to click on any displayed 

hyperlink to specify your exact requirements.  

Click Next when done.  If you do not need any additional 

actions, you can bypass this section by clicking Next.   

In the example we have not made any changes. 

 

 

 

Specify exceptions 

If there are any Exceptions to the rule you can tick them 

in Step 1: Select exceptions at the top of the dialog 

box. 

Specify the detail for them using the hyperlinks in Step 

2: Edit the rule description at the bottom of the dialog 

box.   

If you do not need to specify any exceptions click Next 

to bypass this section.    

In the example we have select the exception to exclude 

the message if it is sent only to me.  
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Finish rule setup 

Enter a name for your rule in the Step 1 box.  In the 

Step 2 area, you can choose to turn the rule on to 

work on all newly received messages or also ask 

Outlook to run the rule on your Inbox now to 

automatically assess the messages that fall within the 

criteria of the rule you have specified and take the 

necessary action.   

Click Finish when done. 

To complete the process, click OK. 

 

 

 

 

Managing rules 

Once you have created one or more rules, you can edit, delete and maintain the rules by 

selecting Rules from the Home ribbon and select Manage Rules & Alerts.   

 

From the Rules and Alerts dialog box you 

change, copy or delete any existing rules. 

To quickly edit the rule, select the rule and 

the Rule Description will be displayed at 

the bottom of the box.  Click the hyperlink 

to edit the value. 

Click OK to confirm any changes. 
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Working with Contacts 
The Contacts folder is where you can store the email address and other contact details of the 

people that you regularly write to on email.  It is separate from the Global Address List for your 

organisation and can only be viewed by you.  Click  at the bottom of the folder pane to view 

you Contacts folder. 

Creating a new contact 

Click  from the Home ribbon.  A contact card will appear.  

 

Enter all the relevant details into the fields and click to save the contact details. 

 

The contact details will now be shown as a Business Card in the Content Pane.   
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Creating a contact for the same organisation 

If you wish to create a contact card for a new contact who 

works at the same organisation and address as one of your 

existing contacts.  Open the contact card for the existing 

contact by double clicking on it in the Content Pane and 

choose Save & New, Contact from the Same Company.  

All the address details, organisation name and business 

phone numbers will be automatically entered in a new 

contact card so that all you need to do is fill in the information for the new contact.  Click  

when complete. 

Creating a contact from an email you have received 

Open the email right click on the person’s name and select Add to Outlook Contacts.   

 

A new Contact card will appear with the person’s name and email address details will be 

automatically completed.  Add any additional information you require.  Click  when 

complete.  

Categories 

Categories can be assigned to contacts to help you filter and sort them.  

For example, you could specify a category of Business for all work 

contacts and Personal for all your friends and family contacts.  

To assign a category to a contact, either open an existing card or start a 

new one.   

Click  and select the category that you want this contact to belong 

to.  The Category will be added to the top of the Contact Card.  Save the 

changes to the contact. 
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Adding a new category 

If the categories listed are not suitable for your needs, you can create your own categories.  

Select the Contact Card and click  from the Home ribbon.  Alternatively open an 

exciting contact card or create a new one and click  .  Select All Categories from the 

bottom of the menu options. 

 

Tick one of the existing categories and click Rename to overtype with your own text. 

Click New to create a new category.   

 

Type in the Name and select the Color.  Click OK when complete.   

You will now be able to assign these categories to your contacts. 

Contact Views 

To change the view of the contacts on the Home tab click one of the icons in the Current View 

group.  For more options click the More button and select Manage Views.   
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Deleting contacts 

To delete a contact card, select it and then click  from the Home ribbon.  Alternatively, 

press the delete key on the keyboard, or point at the contact, right click and choose Delete from 

the quick menu. 

Sending an email to a contact 

Right click on the contact, select Create and click Email.  A new message window will appear 

with the email address of the contact specified in the To field.  Complete the email as normal. 

  

Forwarding a contact card 

To forward a contact card to another email user, right click on the contact and select Forward 

Contact, As an Outlook Contact.  A new message window will appear with the contact card as 

an attachment.  Complete the email as normal. 

 

When the user receives the email, they can double click on the attachment and click Save and 

Close or click and drag the contact card into their Contacts folder in the Folder Pane. 
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Printing contacts 

You can print your contacts in a variety of different ways using the settings in the Print area.  

Click File and select Print from the pane on the left of the screen.   

Select a suitable Style from the Settings, you can preview the Style in the Print Preview area 

on the right of the screen including the number of pages at the bottom of the screen.   

You can click Print Options to adjust your printer settings, the available settings will depend on 

the printer you are connected to. 

 

Distribution Lists 

Distribution Lists are lists of contacts/email users grouped together under a specific name to 

make it easy to address all of them at the same time.   

Global Distribution Lists 

Some Global Distribution Lists is available for you to use.  These are mainly based around the 

different parts of the organisation you belong to.  You will need to know the name of the 

distribution list or the words used in the name of the distribution list.   

To access a centrally maintained distribution list, start a new email and click the  

button.  

In the Address Book section select your organisation or select Global Address List from the 

drop-down menu.  In this example we have used NHS Midlands and Lancashire 

Commissioning Support Unit. 

Click in the Search box and type the word that is contained in the distribution name and click 

Go. 



 

NHS Midlands & Lancashire Commissioning Support Unit 
50 

A distribution list will be displayed in bold and picture of 2 people will be displayed in the first 

column .   For more information and the email address of the distribution list scroll across 

to view the details. 

To find out who is included in a distribution list, point at the list and right click.  Select 

Properties.  The list of members will be displayed.  You will not be able to modify the list. 

Personal distribution lists 

You can create your own personal distribution lists within your Contacts folder.  From the 

Contacts folder, click New Contact Group from the Home ribbon. 

 

Enter a name for your distribution list in the Name box and then click Add Members.   

From the drop-down list select From Outlook Contacts to view your personal contacts, From 

Address Book for the global address list or New E-Mail Contact to type in and email address.  

  

In the example below we have selected From Address Book. 
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Use the Search box to find the staff member, change the Address Book at the top if required.  

Select the person and click Members, repeat as necessary.  Click OK to confirm.  The contacts 

will now be listed in the Distribution List window.   

 

Click  . 

Your distribution list will appear in your contact folder, it will be displayed in a different way 

depending on the view setting: 

 

To use your distribution list, point at the contact card and right click and select New, Create 

Email.  The distribution list name will appear in the To box in a new message window:  

 

If you want to, you can click the  sign to the left of the distribution list to display all the names 

in the distribution list. 
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Notes 
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Printed and produced by: 

IT Training Team (Cheshire), Midlands and Lancashire CSU 

We welcome your feedback on this User Guide, please email: csu.ittraining@nhs.net 
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