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When you log in, you are greeted by your 
personalized mailbox
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Folders to the left help 
you find and organize 

Below are various areas 
used to configure your 
mail options allowing you 
to personalize your 
settings.
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The File menu allows you 
to create or check your 

mail, as well as to logout 
of the system
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The View menu allows you to switch 
views between E-Mail…
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The View menu allows you to 
switch to your Settings…
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The View menu also allows 
you to switch to the 
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The Help menu allows you to 
use the online help.
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Logout ends your E-Mail session.
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E-Mail link sends you to your inbox.
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When working with messages control 
them with the buttons in the action bar.  
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You can use Mark As, and More… for 
additional messaging options.
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Click Compose to create a new 
message, fill in the needed 
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Click Spell Check in the action bar to 
correct any spelling errors. Click on 
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You can select HTML for fun 
personalized messages, when 

Monday, January 31, 2011



16

The mail program notifies you that 
your message was sent.
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Click Calendar on the main menu to 
help keep organized. Click E-Mail to 
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The Address Book link sends you to 
your address book.
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Click New Contact to add to your address book.
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Just click on your contact to edit the contact 
information.
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When finished editing, click Save. You can also 
delete the contact using the Delete button.
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If you wish to send a message to the 
selected contact you can simply click 
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You can Import and Export your 
address books to and from other 

Monday, January 31, 2011



24

Click Calendar on the action bar to help 
keep organized. Click E-Mail to return to the 
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The settings link sends you to 
the available configuration 
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The first section changes your 
User Interface options.
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The second section changes your 
Mailbox Viewing options.
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The third section changes new 
message options.
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The fourth section changes your 
message viewing options.
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The fifth section changes where 
your messages get stored in the 
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The last section lets you 
change your server settings.
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32Email Options allows you to change your password, etc.
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The Spam Settings let you customize 
your spam settings.
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