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* To Access the Inbox: Click the Mail button in the
Mavigation Pane.

« To Check for New Messages: Click the
[E=ztE= 1] Send/Receive button on the Standard
toolbar, or press <F9=.

= Message Indicators:
- Message has not been read.
L=l Message has been read.
WWIFile is attached to the message.
! ¥ Message has high or low importance.
* To Open a Message: Open the Inbox. Click a
message to preview or double-click to open it.
* To Replytntl'IEME e Sender: Click the

message, click the [t REijr button, type your
reply, and click the Send button.

« To Reply to All Message Recipients: Click the
message, click the [&=t 4] Reply to All button,
type your reply, and click the Send button.

+ To Forward a Message: Click the message, click
the Forward button, enter e-mail addresses
in the To box, enter comments in the text box, and
click the (B2 Send button.

+ To Delete a Message: Select the message and
press the <Delete> key.
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» To Create a New Message:

1. Click the [Zes -] New button or press <Clrl> +
<N>.

2. Enter the e-mail addresses in the To box, or click
the 1. | To button to use the address book.

3. Clickthe 0. | Cc button and select the e
mail addresses for recipients to whom you want
to send a copy of the message.

4. Enter the subject of the message in the Subject
baox.

5. Enter the text of your message in the text box.

6. Click the [5z=] Send button.

= To Attach a File: Create a new message, click the
[i] Attach File bution in the Include group on the

Ribbon in the Message window, select the file you
want to send, and click Insert.

= To Send a Blind Carbon Copy (Bcc): In the
message window, click the Options tab on the
Ribbon and select Show Boc in the Fields group.
Click the Bce: button and select the e-mail
addresses for recipients to whom you want to send
a blind copy of the message.

+ To Open an Attachment: Double-click the
aftachment at the top of the message window.
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