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Introduction 

The following is a story board of a tutorial depicting the steps and 
screen selections required to compose and send a message using the 
Office 365 Outlook Web Access (OWA) application. 
 
What is covered in ‘Outlook Tab – Compose / Send Message’ tutorial 
is a step by step review of: 
• Sign On 
• Adding the ‘To’ and ‘Cc’ addresses 
• Adding subject line 
• Composing the message body  
• Attaching a file to the message  
• Sending the message 
• Sign out  
 
As the tutorials are designed to be viewed in a reasonable amount of 
time each one covers specific activities. Other commonly used 
capabilities will be the subjects of other tutorials. 
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Sign On 
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O365 – OWA Desktop - Sign in Screen 
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Double 
click on the 
OWA ICON 
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O365 – OWA Internet - Sign in Screen 
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Enter 
County 

Network 
Password Select to 

start Sign in 
process 

Enter 
County 

Network ID 
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O365 – OWA Sign in progress screen 
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When a staff person signs on they are presented the Outlook Tab.  
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Sign in start screen (Default Outlook Inbox) 

Shows list of messages 

Shows reminders 
Displays preview of 

highlighted message 
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Filtered by 
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Compose / Send Message 
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Compose Message - Start message compose process 
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The starting point for composing 
a message is the Outlook (inbox) To start the process 

the staff person 
selects the ‘+’ 
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Compose Message - Continue message compose process 

Staff person selects “+” to 
launch message create 

process 
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Which brings up the message compose screen 
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Compose Message – Launch Add ‘To’ line entries 

Staff person selects “+” to launch add 
‘To’ line entry process 
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Add To – Add entries to the ‘To’ line 

For a new 
message 

the ‘To’ line 
has no 
entries 

The contacts 
list is 

provided for 
addressing 

By selecting the ‘+’ by the 
contact they are placed into 

the ‘To’ line list 

NOTE: The process for adding additional ‘To’ line entries can be repeated until all 
entries are added. The staff person then selects ‘√ OK’ to finish adding to the ‘To’ line 
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Entries for the ‘To’ line can also be 
manually typed or pasted into the ‘To’ 

line.  Just be sure that there are ‘;” 
delimiters between the ‘To’ line entries. 
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Add To – Add entries to the ‘To’ line 

The contacts 
list is 

provided for 
addressing 

By selecting the ‘+’ by the 
contact they are placed into 

the ‘To’ line list 

NOTE: The process for adding additional ‘To’ line entries can be repeated until all 
entries are added. The staff person then selects ‘√ OK’ to finish adding to the ‘To’ line 
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Entries for the ‘To’ line can also be 
manually typed or pasted into the ‘To’ 

line.  Just be sure that there are ‘;” 
delimiters between the ‘To’ line entries. 
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Add To – Type entries to the ‘To’ line 

NOTE: The process for adding additional ‘To’ line entries can be repeated until all 
entries are added. The staff person then selects ‘√ OK’ to finish adding to the ‘To’ line 
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Entries for the ‘To’ line can also be 
manually typed or pasted into the ‘To’ 

line.  Just be sure that there are ‘;” 
delimiters between the ‘To’ line entries. 
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Add To – Finishing adding to the ‘To’ list 
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NOTE: The process for adding additional ‘To’ line entries can be repeated until all entries 
are added. The staff person then selects ‘√ OK’ to finish adding to the ‘To’ line 

Once all of the ‘To’ entries have been 
filled the staff member selects ‘√ OK’ to 

move to the next step 
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Add Cc – Selecting ‘Cc’ to display and ‘+’ to add Cc’s 
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NOTE: The process for adding additional ‘Cc’ line entries can be repeated until all 
entries are added. The staff person then selects ‘√ OK’ to finish adding to the ‘Cc’ line 

The staff person then 
selects the ‘+’ to trigger 

the add ‘Cc’ process 
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Add Cc – Selecting ‘Cc’ from People (Contacts) screen 

Staff person selects ‘+’ in line 
associated with contact they 

want added to the ‘cc’ list 
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Once selected the ‘Cc’ will 
appear here. 
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Add Cc - Selected Cc appears, continue or complete 

Cc user appears here.   

Select ‘√ OK’ to return to 
the message 
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NOTE: The process for adding additional ‘Cc’ line entries can be repeated until all 
entries are added. The staff person then selects ‘√ OK’ to finish adding to the ‘Cc’ line 
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Compose Message - Return to compose message 

Add 
Message 

body 

Add 
Subject 

Line 
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Text editing tools 
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Compose Message – Finish message body composition 

Added 
message body 

elements 

Added message 
subject line 
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Add Attachment – Select element type to attach 
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Selecting ‘INSERT’ will trigger 
selection screen for type of 

element to be attached 

Staff 
member 
selects 

attachment 
(for file) 
which 

launches 
the attach 

process 
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Add Attachment – Browse and select file to be attached 

Choose file to be 
attached 

Select ‘Open’ to 
attach file 
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Add Attachment – Return to message with attachment 

Attachment is 
now associated 

with the message 
and will be sent 

with it 
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Send Message - Message fully formed & ready to send 

Once message is fully formed, addressed 
and has any attachments needed the staff 

person sends it by selecting ‘SEND’ 
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Send Message -– If sender copied will appear in email list 

If sender is included in either the message ‘To’ 
or ’Cc’ lines they will get a copy of the 

message delivered to their inbox. 
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Sign off 
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OWA Overview – Sign off 
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The ‘User” tab is 
access from anywhere 

in OWA. When 
selected the menu of 

choices appears 

Staff member selects 
‘Sign out’ to exit OWA 
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O365 – OWA Sign Off - Desktop 
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O365 – OWA Sign Off - Internet 
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End of  
 

Outlook Tab – Compose / Send Message 
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