
 

 

 
“How can I send a new message in Outlook Web Access?” 

 
1) To send a new message, click the “New” icon: 

 

 
 

 
2) A new, blank message window will open. Click the “To…” button to open another 

window with the Address Book. 

 
 

 
 
 
 
 
 



 

 

 
3) The Global Address List window will open: 

 
--To look-up someone’s e-
mail address, type in their 
last name in the “Last 
name:” field. 
 
--Click the “Find” button 
located in the middle 
righthand section of the 
window to search the Global 
Address List.  
 
--The names of the district 
personnel meeting the 
criteria of your search will 
appear in the bottom portion 
of the window.  
 
--Highlight the name of the 
person you want to e-mail 
and click the “To” button. 
 
--Click “Close” to exit the 
address book. 

 
 
4) Your new message will reappear, now addressed to the person you selected from the 
address book: 
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5) A few pointers before you send your message: 
 
 
 
--Make sure you fill in the 
“Subject” line.  
 
 
--Type in the message you 
want to send in the lower 
window. 
 
 
--Then click “Send” 
 
 
 
 
 
 
 
 


