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What is Outlook?

Outlook is Microsoft’s free 
email service. Anyone can 
sign up for a free Outlook 
email account.

Open up your internet browser. Type 
www.outlook.com in the address bar, 
and press Enter. 

www.outlook.com
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Create an Outlook account

If you don’t have an Outlook account, click on the 
Create free account button.

Type the email address you want to use. You can’t 
change your email address later, so make sure you 
like it! 

You have to choose an email address that no one 
else is using. (Don’t worry, Outlook will let you 
know if someone else has already chosen the name 
you picked.) When you’re done, click on Next.

Type the password you want to use. Your 
password should be something easy for you 
to remember and hard for others to guess.  
When you’re done, click on Next.

If you already have an Outlook account, 
go to page 6 of this lesson. 
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Type your first name 
and last name. Anyone 
you send an email to will 
see your name.  
When you’re done, click 
on Next.

Next, choose your country and 
enter your birthdate. When you’re 
done, click on Next.
Outlook has to ask for your 
birthdate by law. Every country 
has different rules about how old 
you need to be to have an email 
account.
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The last step is a test to make sure you’re a real 
person. You‘ll see a random mix of letters and 
numbers. Type the letters and numbers you see.  
If you want to get a new set of letters and 
numbers, click on New. Otherwise, type the letters 
and numbers you see in the white box. 

If you’re having trouble reading the letters and 
numbers, you can click on Audio to do a sound 
test.

When you’re done, click Verify.

Now, you’ll see your Outlook Inbox welcome page. 
You’ve created your account and you’re signed in!

In the future, when you want to get into your 
Inbox, go to www.outlook.com and sign in. We’ll 
learn about signing in on the next page.
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Type your Outlook email address and click Next.
Then, type your password and click Next. Your Outlook 
Inbox page will appear.

Sign in to Outlook

If you have an Outlook account, you have to sign 
in to see your Outlook Inbox page. Go to www.
outlook.com and click on Sign in at the top right 
corner.  
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Next, let’s give your email a title, which is also 
called a subject. A subject tells the person you’re 
emailing what the message is about. Click where it 
says Add a subject and type “Saying Hello”.

To send someone an email, click on  in the 
top left corner of your Inbox.

Type the email address of the person you’re emailing in the To 
section. Let’s try sending an email to someone named Arthur. 
In the To section, type arthur@yepeducation.com.

Send an email
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Now, we’ll type an email message. This is kind of like 
writing a letter that you put in the mail. Click on the 
large empty space. This is called the email body. 

Type this message: “Hello, I just wanted to say Hi. 
Today I am learning how to use Outlook.”  
When you’re done, click on the Send button. 

Create a signature

You can add a signature to the emails 
you send. An email signature is text that 
Outlook can automatically add at the end of 
the emails you send. A signature usually has 
your contact details.  
It makes it easier for people to contact you. 

Don’t be shy! Arthur will send you an 
automatic email reply with a nice message.
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In the right corner of your Inbox page, 
click the Settings button .  
A list of options will appear. At the 
bottom of that list, click on View all 
Outlook settings.

Click Mail in the left column. Then, click 
Compose and reply.
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Type your signature name in the Edit signature name box. Then type your 
signature message in the text box below it. You can include your name, phone 
number, email address, work title, or any other information you’d like to share.  
When you’re done, click Save at the bottom.

If you want to have your signature at the end of every email, click 
the dropdown menu next to For New Messages and select the 
signature you just created. 

When you’re done, click on Save at the bottom. Then, close the settings 
box by clicking the X at the top right corner.

Bob Smith
989-122-5483
bob@constructioncanada.com
CEO
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Click on New Message. You’ll see your signature appear 
automatically at the bottom of your email.

Read your email messages

When someone sends you an email, 
it’ll show up in your Inbox. This is like 
getting letters in your mailbox. 

When you get a new email, you’ll see 
a number beside the Inbox icon. This 
number tells you how many new emails 
you have. Click on the Inbox icon to see 
all of your emails.

Bob Smith
989-122-5483
bob@constructioncanada.com
CEO
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New emails have bold letters. This means you haven’t read 
them yet.  
To open a new email, click on the email with the bold letters. 

You can reply to an email by clicking the Reply 
button at the bottom of the message. 

Reply to an email

Type “Thank you” in the message box. When 
you’re done, click Send.
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Delete an email

If you don’t want to keep an email in your 
Inbox, you can delete it. Click on the circle 
to the left of the email you want to delete. 
A check mark will appear in the circle. 
Next, click on the Delete button at the 
top. This will put the email in the Deleted 
Items folder.

Create folders

Creating folders is a good way to organize your Inbox. 
For example, you can create a folder for a project or for 
all the messages you receive from your family. 

To create a new folder, click on New folder at the 
bottom of the folder list on the left side.
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Type in a name for the 
folder and press Enter. 

To put an email into your 
folder, click Move to at the 
top of the Inbox folder. 
Select the folder where 
you’d like to move your 
email. The email will move 
to that folder. 
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Sign out of your Outlook account

If you’re using a public computer, like at the library, it’s 
important to sign out of your Outlook account. This 
way, nobody else can see your emails. 

Look for your account icon in the top right corner of the 
page. It’s a circle with your initials in it. 
To sign out of Outlook, click on your account icon, then 
click on Sign out.
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Did everything make sense? 

Is there anything you want to try again? 

Lesson Yes Not Yet

Create an Outlook account?

Send an email?

Delete an email?

Create a folder?

Sign out of your Outlook account?

Review

Now let’s see what you’ve learned

We’re done!

What do you want to do next?

 Refresh, 
let’s go over this lesson again

 I understand it all, 
let’s go to the next lesson

Do you think you can do 
these things by yourself?


