
 Learn more on this Microsoft Learns course

When creating a new email a tool 
bar will be available at the bottom 

of the editing screen. This has 
many handy items that are 

worthwhile knowing. 
Schedule Send is really useful if 
working outside of the normal 

working day to avoid unwanted 
notifications

A Quick Guide to: Outlook on 
Website

Dashboard 

In here you 
will see all 
your inboxes 
and any 
folders you 
have set up 
for organising 
saved emails 

https://support.microsoft.com/en-us/office/create-and-send-email-in-outlook-19c32deb-08b6-4f90-a211-02bc5f77f360


Below is your Main Outlook view on the website.  
Any differences or key items have been highlighted.

New email overview.  


