
Email tips using web e-mail (outlook.com)
To create a save folder in your e-mail:
Click on your name and right click on the mouse. Choose create a new folder and name it SAVE
1. Next you can move items from your in  box to your save file by clicking and dragging or right click on message to be moved and select move to and then choose save.
2. You can make additional folders inside the save folder that you might have a lot of such as parents, meetings, resources or whatever you need to call it. To do so right click on the save folder and right click create new folder and give it a name. You can create as many folders here that you want.
Create a distribution list:
1. Open your contact list using the tabs on the left hand side.
2. Click on the new tab at the top and click group
3. Name your group for example (parents, 4th grade teachers)
4. Now click on members on the left under group name
5. Open the folder that you want to use to get the names from
6. You can use (my contacts, or global address book)
7. Double click on each person you want to add and their name will go to the bottom (member selections)
8. When finished selecting your contacts click okay when back to the next screen click on add group
9. Now click save and close In the top left corner
If you want to share a distribution list follow these steps
1. Open your address book 
2. Now select show groups
3. Click the group on the left you want to share
4. You will see the group listed to right of this list
5. Right click on the list and select send as an attachment
6. Now choose who you want to send it to and then send
To add a signature 
1. Click on the options tab at the top
2. Choose settings  and select mail
3. Type what you want your signature to say at the bottom of your e-mail
4. You can edit your signature using the tools in this box
5. At the bottom you can select to automatically include in messages you send
6. There are also other options you can choose from on the right side
Additional settings
1. Click on spelling and you can choose to always have spelling checked before sending.  Be sure to click save at the bottom
Click on Calendar 
1. Choose how you want your calendar to look
General
1. Select contacts to look in your personal address book first when looking for names. 

