
Getting Started with Exchange 

Outlook 2010 Email

QUICK REFERENCE

Note: You can also use Outlook’s 
Check Names option.  Type the 
recipient’s name in the To: or Cc: 
field and then click Check Names.

4. Type your message and click Send.  
All sent message are saved to the Sent 
Items folder.

This quick reference will get you started using Outlook to send email.  For steps on configuring Outlook, visit www.cmu.edu/computing/exchange/.
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1. From the Home tab, select New E-mail.

2. Begin typing the recipient’s email or name 
into the To: or Cc: field.  
Note: If you added the Carnegie Mellon 
directory lookup feature or have stored 
Contact information, Outlook displays 
suggestions from these locations as well 
as from previously typed email addresses.

3. Complete the recipient information or 
select it from the list. 
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Set an Out of Office Message

Out of office automatically replies to email 
messages while you are away. To turn this 
feature on, select File > Info. Select Automatic 
Replies and then choose your options.   
Note: “Inside My Organization” refers to those 
using Exchange.  To ensure all campus affiliates 
receive your out of office message,   enter the 
same reply message into both the Inside and 
Outside My Organization tabs. 
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Call 
412-268-HELP (4357) 
(M-F; 7 a.m. - 7 p.m.)

Click 
www.cmu.edu/computing/exchange/

Visit 
Cyert Hall 119 

(M-F; 9 a.m. - 5 p.m.)

Sent messages and meeting requests are 
saved to the Sent Items folder.  Deleted 
messages and declined meetings are saved 
in the Deleted Items folder. 
 
To permanently delete a message:
Select the Deleted Items folder.  Next, select 
the message and click Delete.

To return a deleted item:
Select the Deleted Items folder and then do 
one of the following:

• Return a message - Drag the message to 
the Inbox or another folder.

• Accept a declined meeting - Open the 
meeting request and click Accept.

Tip!  An item that has been removed from 
the Deleted Items folder, remains on the 
server for 14 days.  To recover a deleted item 
see www.cmu.edu/computing/exchange/.  
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To add a file to your email message, follow 
these steps:

1. Open a new message window.

2. From the Insert tab, click Attach File, 
and then browse to the file and click 
Insert.

3. Complete the message and click Send.

Create a Signature

1. Select the File tab and then select 
Options.

2. Select Mail and then click Signatures.

3. Click New, and enter a name for this 
signature.

4. In the Edit signature text box, enter 
the text you want to appear for your 
signature.

5. To set this signature to appear by 
default on all of your new messages and 
your replies and forwards, select it from 
the drop down list. 

Note: If you do not want the same 
signature to appear on all messages, 
you can select a specific signature as 
you are composing your message. From 
the New Message window, select Insert 
and then select Signature, and then 
select the signature you want to appear.

Receiving Attachments

A paper clip icon is displayed when 
you receive an email message with an 
attachment.  You can choose to open the 
attachment or save it and open it later. 

Tip!  View your Deleted Items folder in groups.  
Double-click the folder.  Select the View tab 
and then within the Arrangement group, select 
the down arrow for more options.  Next, select 
Show in Groups. 

• Using Outlook at Carnegie Mellon 
www.cmu.edu/computing/exchange/ 

• Basic Outlook Help  
(File > Help)

• Essential Training 
www.cmu.edu/lynda/ 
Lynda.com is free for Carnegie 
Mellon faculty and staff members.

Additional Resources

http://www.cmu.edu/computing/exchange
http://www.cmu.edu/computing/exchange/

