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1.

Mail Tool Tutorial

Click the Create Message button.

Creating a Message
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Mail Tool Tutorial

Click into the *To textbox

Use the Browse for Recipients button to choose the recipients of the message.  
Then, checkmark the boxes for the recipients and click Save (or Cancel).
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4.

Mail Tool Tutorial

Enter the *Subject text.  

Enter the message in the *Message textbox. The HTML Creator is available by
clicking into the On bullet. The Equation editor is also available. 
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6.

Mail Tool Tutorial

Click the Preview button to view your message before sending.  

Next, click either Send, Cancel to revise, or Save as Draft to save the message to
send later. 

7.


