Email: Reply v Reply All v Forward
There are a number of options for responding to an email.
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Reply is the option you are likely already familiar with; it opens up a new email with previous content included below, addressed to the original sender. Attachments are automatically removed from replies.
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Reply All is for when the original email was sent to multiple addresses using To or CC. Reply All includes all the original recipients in the address fields for you, useful when you want everyone to see the ongoing conversation. You can edit the recipients as normal, taking some people out or adding others.
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Forward sends a message on to someone else, including any attachments. Be careful with what you forward on though – there may have been private information discussed in the body of earlier emails, so it’s worth checking what has been said earlier in the conversation before you pass it on.
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You might find this button useful as well.

Advanced tip: there are keyboard shortcuts for the above actions, which work when viewing a message in Outlook or with the message opened in its own window:
· Ctrl + R replies

· Ctrl + Shift + R replies to all

· Ctrl + F forwards

· Ctrl + D deletes (in the main Outlook window, Delete on the keyboard also works)
