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Overview
Microsoft Office Outlook is widely used application to access emails. Outlook is primarily used to send, receive and store emails. Outlook is noted for having a 
user-friendly inter face that makes it easy to learn. The document provides some useful tips about MS Outlook. 

1: Setting Up a New Outlook Account 
Once you have logged in to your system open Outlook 2013/2016. Follow the steps as shown in the figures below. 
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2: Adding Multiple Accounts
You can add multiple email accounts to your outlook account. Go to File menu at top left corner as shown in the image below:
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4: Automatic Replies (Out of Office)
With Microsoft Outlook, it’s easy to send automatic (Out of Office) replies whenever you want to let people who send you email know that you won’t be responding to their messages 
right away. Go to File menu at top left corner as shown in the image below:

In the Info tab select Automatic Replies as shown in the image below:



Once you select Recall This Message, a new window will be prompt and you will have the option to delete the unread copies or replace it with new message as shown 
below:
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5: Recalling a Sent Message
Outlook allows you to recall your sent email. This option only works if the receiver has not read the email that you have sent. To recall any email, go to Sent folder and open 
the email in a separate window by using double click. Once the email is opened in separate window, go to File menu in the left corner and select Message Resend and 
Recall as shown below:

You can type your automatic reply as shown in the image below. You can also specify time in which you would like to active automatic replies.
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Select Rules and Alerts option from the list:

To add a new rule, select New Rule as shown below:
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Under the delivery options tab, you can specify your desired date and time as highlighted below:
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You will receive a system generated receipt showing the exact time when your email was seen by the receiver.
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