
1. Choose New Email to start a new message.
2. Enter a name or email address in the To, Cc, or Bcc field.

If you don't see Bcc, see Show, hide, and view the Bcc box.
3. In Subject, type the subject of the email message.
4. Place the cursor in the body of the email message, and then start typing.
5. After typing your message, choose Send.

Create and send an email

1. In the body of the email message or calendar invite, enter the @ symbol and the first few
letters of the contact's first or last name.

2. When Outlook offers you one or more suggestions, choose the contact you want to
mention.
By default, their full name is included. You can delete a portion of the mention, for
example, everything other than the person's first name.

3. The mentioned contact is added to the To line of the email or the meeting invite.

@Mention feature in Outlook

Additional Microsoft resources

Quick Start Guide
Outlook Training
Outlook Help
eBook: Outlook Tips & Tricks
Download PDF: Outlook Quick Start Guide

Create and Send Email in
Outlook

Create and send email

Use @mentions to get someone's attention
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https://support.microsoft.com/en-us/office/show-hide-and-view-the-bcc-blind-carbon-copy-field-04304e27-63a2-4276-8884-5077fba0e229
https://support.microsoft.com/en-us/office/add-an-email-account-to-outlook-e9da47c4-9b89-4b49-b945-a204aeea6726
https://support.microsoft.com/en-us/office/outlook-training-8a5b816d-9052-4190-a5eb-494512343cca
https://support.office.com/en-us/outlook
https://support.microsoft.com/en-us/office/ebook-outlook-2016-tips-tricks-bed29d37-c6c2-4008-b58a-ce058cc49a43
http://download.microsoft.com/download/5/E/7/5E7E239F-B465-4D39-888F-8A5CCEF7A8AD/Outlook%20QS.pdf

