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How to sign in to or out of Outlook.com 
 

To Sign in to NMC webmail 
 

1. Go to the https://webmail.nmc-uk.org 
2. Enter your NMC email address Firstname.Lastname@nmc-uk.org 
3. Enter your NMC password and select Log On 
4. Select whether or not you would like to Stay signed in? as shown below: 
 

 

 
 

 
 

 
Please note: As a one off action you will need to select your location and time zone. 
Select (UTC + 00:00) Dublin, Edinburgh, Lisbon, London then click Save 
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To sign out of Outlook.com 
 

Click on your account picture/initials at the top right of the screen and select Sign out. 
 

 

 

 
 

Mail 
 

Restore deleted email messages in Outlook.com 
 

When you accidentally delete an email message from your Outlook.com email, you can recover 

those items if they're still in your Deleted Items or Junk Email folder, and in some cases you can 

even recover items after the Deleted Items folder is emptied. 

 

Recover email that’s still in your Deleted Items or Junk Email folder 
 

When you delete an email message, a contact, a calendar item, or a task, it's moved to the Deleted 
Items folder. If you don't see a message in the Deleted Items folder, check the Junk Email folder. 

 

1. In the left pane, select the Deleted Items folder or the Junk Email folder. 
2. Do one of the following: 

o Deleted Items folder: Select the message you want to restore, and select Restore. 
 

 
 

 

o Junk Email folder: Select the message you want to restore, and select Not junk. 
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Recover email that’s been removed from your Deleted Items folder 

 
If you can't find an item in the Deleted Items folder, the next place to look is the Recoverable Items 
folder. 

 

1. In the left pane of the Outlook.com window, select the Deleted Items folder. 
2. At the top of your message list, select Recover items deleted from this folder. 

 

 
 

3. Select the items you want to recover, and select Restore. 
 

 
 

4. Select OK. 
 

Where do recovered items go? The items you select to recover will be restored to their original 
folders when possible. If an original folder no longer exists, items will be restored as follows: 

 

 Messages go to your inbox. 
 Calendar items go to your calendar. 
 Contacts go to your contacts folder. 
 Tasks go to your tasks folder. 
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Stop Outlook.com from emptying your Deleted Items folder each time you sign out 

 

Outlook.com may empty your Deleted Items folder each time you sign out. To change this: 
 

1. Go to Settings > View all Outlook settings. 
 
 

 
 

 

2. Select Message handling, and unselect Empty my deleted items folder. 
 

Important information about deleted items 
 

 Items removed from your Deleted Items folder are recoverable for 30 days. 
 Email is automatically removed from the Junk Email folder after 14 days and is not 

recoverable. 
 If you don't see the deleted messages you want to recover, they have probably been 

permanently removed from the Deleted Items folder or Junk Email folder. We don't 
recommend that you use either of these folders to store your messages. 

 

Create and send an email message 

1. At the top of the page, select New. 
 

 

2. On the To line, enter the name or email address of the person who will receive the message. 
3. On the Add a subject line, enter a brief description of what your email is about. 
4. To attach a file to your message, select Attach. 
5. Type your message, and then select Send. 
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Forward an email message 
 

Note: You can forward only one message at a time. 
 
 
 

 
 
 

1. In your message list, choose the message that you want to forward. 
2. On the right side of the message pane, select  and then choose Forward. 

3. Type your message, and then select Send. 
 

Reply to an email message 

1. In your message list, choose the message that you want to reply to. 
2. On the right side of the message pane, select  and then choose Reply or Reply all. 
3. Type your response, and then select Send. 

 

Notes: 
 

o By default, the original email and its history will not be displayed when you're 
replying to a message. To show the original email, select Show message history in 
the editor. 

 

o You can change the default button from Reply all to Reply. To do that, choose any 
message, select  and select Change default. 

 

Add recipients to the Cc or Bcc lines 
 

 To add recipients to the Cc or Bcc lines, select Cc or Bcc on the right side of the To line. 
Note: The names of people on the Bcc line are hidden from other recipients of the message. 
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Discard a draft of an email message 
 

 To discard a draft of a message, select Discard at the bottom of the message pane. 
 

 

Tips about using reply, reply all, and forward 
 

 Reply and Reply all 
When you reply to a message, you'll see RE: added to the subject line. The original message 
is added below the new message. 

 

Note: Files attached to the original message aren't included when replying. 
 

 Forward 
When you forward a message, the prefix FW: is added to the subject line to alert the 
recipient they're receiving a forwarded message. The original message is included in the 
forwarded message, along with any files attached to the original message. You can edit the 
text of a forwarded message or add and remove any attachments before you send. 

 Change subject line 
When replying to or forwarding an email message, you can change the subject line of the 
message. Simply delete the existing subject line, and type the new one. 
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Print email messages 

 

1. Select the message that you want to print. 

 
2. At the top of the page, select > Print. 

 
 
 

 
 

 

3. A preview of your message will open in a new window. At the top of the window, select 
Print. 

4. In the Print dialog box, choose the printer options you want, and select Print. 
 
 

Create a subfolder 
 

1. In the left pane, right click the folder you want to add a subfolder to and select 
Create new subfolder 
 

 
 

2. In the new folder box, enter a name for the folder and press Enter. 
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Delete a folder 
 

Note: You can't delete default folders such as Inbox and Sent Items. 
 

 In the left pane, right-click the folder or subfolder you want to delete and select Delete > 
OK. 
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Search for an email message or contact 
 

1. In the Search box, type what you want to search for (a contact, subject, or part of a 
message) and press Enter. 
 

 

 

2. To clear your search results, select the arrow button in the search field. 
 
 
Filters 
 

After you enter your search keyword, you can use the Filters options on the right to refine your 
search results: 
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Sweep (delete) 
 

Use Sweep to quickly delete unwanted email in your Inbox. Sweep gives you options to 
automatically delete all incoming email from a particular sender, to keep only the latest email, or to 
delete email older than 10 days. 

 

1. Select an email message from the sender whose messages you want to delete. 
2. On the menu bar, select Sweep. 

 

 

3. Choose how you want to handle email from the sender you chose. 
4. Select Sweep to perform the selected action. 

 

Archive 
 

You can store email messages in your default Archive folder. 
 

1. Select a message you want to archive. 
2. Select Archive. 

 

 

To get to your Archive folder: 
 

 Under Folders, select Archive
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Move to 
 

Move to lets you move email messages to a specific folder. For example, you can move all email 
from a specific sender from your Inbox to any folder you choose. 

 

1. Choose a message from a specific sender to move all messages received from that sender to 
another folder. 

2. Select Move to > Move all email from .... 
 

 

3. Select Move to <Select folder> and choose one of the available folders. 
4. Select OK > Move all. 
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How else can you organize your email? 

Organize your email 

1. Choose an email message in your Inbox. 

2. Choose More commands on the command bar to mark messages as read or unread, pin a 
message at the top of the message list, or flag a message for follow up. 

 
 

3. Choose the action you want to perform on the selected message. 
 

Sort your email by date, time, to/from, or subject 
 

1. Select Filter at the top of your inbox. 
 

 
 

2. Under Sort by, choose any option you prefer to sort your email. 

 
Create an email signature 

 

1. Sign in to Outlook.com. 
2. Go to Settings > View all Outlook settings > Mail > Compose and reply > Email signature 
3. In the text box, type your signature. 

 

Note: You can have only one signature per account. 
 

o If you want your signature to appear at the bottom of all new email messages that 
you compose, select the Automatically include my signature on new messages I 
compose check box. 

o If you want your signature to appear on messages that you forward or reply to, 
select the Automatically include my signature on messages I forward or reply to 
check box. 

4. Select Save when you're done.
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Manually add your signature to a new message 
 

If you've created a signature, but didn't choose to automatically add it to all outgoing messages, 
you can add it later when you write an email message. 

 

1. Go to your mailbox and select New to create a new email message. 

2. Type your message, and then select > Insert signature on the toolbar. 
3. When your email message is ready, select Send. 

 

 
Set up an automatic reply 

 

To turn on or modify automatic replies: 
 

1. Choose Settings > View all Outlook settings > Mail > Automatic replies 
 

 
 

2. Choose the Send automatic replies option. 
3. Select the Send replies only during this time period check box, and then enter a start and 

end time to control when automatic replies are sent. 
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Continued… 
 
If you don't set a time period, your automatic reply remains on until turned off. 
Choose the Send replies only to contacts option to limit automatic replies 
to senders who are in your Contacts list or, select the option to Send replies 
outside your organisation to send replies to everyone. 

 

4. In the box at the bottom of the window, type a message to send to people during the time 
you're away. 
 

5. If you like, you can highlight your message and use the formatting options at the top of the 
box to change the font and color of the text, add an emoticon, or customize your message in 
other ways. 

6. When you're done, choose Save at the top of the page. 
 

To turn off automatic replies, return to the Automatic replies page and choose the Click 
Automatic replies on toggle box.
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Turn Focused Inbox on 
 

1. Select Settings > View all Outlook settings> Mail > Layout Focused Inbox. 
 

 
 

2. You can change various options in relation to email management on the rest of the Layout 
screen. 

 

3. Click Save to save the changes.
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Change how your messages get organized 

 

1. From your inbox, select the Focused or Other tab, and then right-click the message you 
want to move. 

2. If moving a single message from Focused to Other, choose Move to Other inbox. Choose 
Always move to Other inbox if you want all future messages from the sender to be 
delivered to the Other tab. 

 

If moving a single message from Other to Focused, choose Move to Focused inbox. Choose 
Always move to Focused inbox if you want all future messages from the sender to be 
delivered to the Focused tab. 
 

 
 
 

 

Turn Focused Inbox off 
 

1. Select Settings > View all Outlook settings> Mail > Layout Focused Inbox. 
2. Select Don’t sort my messages followed by Save. 


