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Add an email account  

1. Open Outlook and select File > Add Account.  

 

If you haven't launched Outlook before, you'll see a welcome screen.  

2. Enter your GAEC email address and select Connect. 

NOTE: If your screen looks different, enter your name, email address, and password, 

and select Next. 

 



3. If prompted, enter your password and select OK. 

4. Select Finish. 

 



Attach files without searching 

Need to attach a picture or a document? Outlook saves you time by keeping a list of 

your recently used files. Select the Attach File button while composing a new 

message or meeting invitation, and then select the file you want to attach. 

 

 

Set up an Outlook group 

If you’re running Outlook as part of an Office 365 subscription, you can use Groups 

instead of distribution lists to more effectively communicate and collaborate with 

members of a team or an organization. 

 



To create a new group in Outlook, on the ribbon, select Home, and then select New 

Email > Group. 

If you don’t see this as an option on this menu, contact the administrator of your 

Microsoft Office 365 subscription for more information. 

To join an existing group, start by searching for its name. On the ribbon, select Home, 

enter a keyword or phrase into the Search People box, and then select the group you 

want to join. 

 

Find whatever you need 

Type a keyword or phrase into the Search box on the ribbon to quickly find the 

Outlook features and actions you’re looking for, plus all your emails, contacts, and 

meetings. 

 

 



Use more commands 

With Read Aloud Outlook can read your email aloud, highlighting text as it's read. 

Rules allow you to move, flag, and respond to email messages automatically. 

 

 


