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Creating a Message

Click the Create Message button.

Folders: | 524

Inbox *
Create Folder
& 1nbex0 ) [[creote message | [ futo-rfiesh

B sent Mail 0 (1) Mark all as: | Read || Unread | Show: %Unread
B Drafts 0 (D)

You hawve no messages in this folder.
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Click into the *To textbox

Create Message Help

IE-I’I:IWSE for Recipients. .. I <€

*To: I
|
|
|

CC: |

BCC: |

*Subject: |

*Message: O] High priarity

HTML Creator & on & Off

(Juse HTML | Insert equatiun: b

Attachments: | Add Attachments |

| send | | Preview | | Cancel | | Save as Draft |

* Required field
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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Enter the *Subject text.

Create Message Help
| Browse for Recipients... |

*To: | |
Taylor, Sharon <sharontaylor: 59

CC: | |

BCC: | |

él *Subject: Enter the Subject Text I

*Message: [ High priarity

HTML Creataor & on & Off

[luse HTHML Insert equation:| New v | ¥
Attachments: | add Attachmen@

| send | | preview | | cancel || | save as Draft |
* Required field

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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E Click the Preview button to view your message before sending.

Mail Tool Tutorial

Create Messdge

Help
| Browse for Recipients... |
*To: | |
Taylor, Sharon <sharantaylar> F5
CC: | |
BCC: | |
*Subject: |Submitting Taylar Unit 1 B-Plan |
*Message:

O High priority
HTML Creatar O on @& Off
Hello Professor,

My Unit 1 business plan is attached for your review,
Thank you,
Student

Cluse HTML Insert equatiun: »
Attachments: | Add attachments |

Taylor Unit 1 B-Plan.doc [

| Cancel | | Save as Draft |

* Required field

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

© 2006 Colorado Community Colleges Online 4



