Outlook Send from another email

This guide is useful if you have access to multiple email addresses and want to pick and choose which address you are sending out emails from.

Adding the from field in Outlook
1. Open a new email in Outlook using the 'New Email' button in the top left.

2. Next, go to the options heading
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3. Next, click on the three dots at the top of the New Email window.
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4. In the drop down select from and this will allow you to modify the from email address
Show Fields

88 Bec
=) From
Tracking
Request a Delivery Receipt
Request a Read Receipt
More Options
Erl Save Sent ltem To >
& Delay Delivery
QJ Direct Replies To

Fll-ﬂ Message Options...

5. Next, click the 'From' button above 'To...". This will drop down a menu. Please choose 'Other email Address...'
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6. Type in the email address and click 'OK’

7. After hitting OK you can now switch between the email addresses you have added.

(D Please note that you need to have permission to the email address to be able to add it. If you are trying to add an email address you believe
you should have access to please email IT support at: support@brigidine.qgld.edu.au
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https://confluence.brigidine.qld.edu.au/pages/viewpage.action?pageId=34537531
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