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Indude Attachments

I write in a persons email
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* and click on the paperclip.

[ To... Karterl1@unity

an email with an aftz

To indude an attachment, dick Browse, and then select the file, After you have selected
the file, dick Attach. The file will be uploaded to your message.
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Indude Attachments

Toiindude an attachment, dick Brawse, and then select the file. After you have selected
the file, click Attach. The fle will be uploaded to your message.
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Choose more files
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hello would you want to look at my leaflet and then meet up about if
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an ematl to more than one
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G To...  Dobson-Piling, Georgia
G cc...  Harter1i@unity
Subject: meeting on monday]
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hello will you please meet up for a meeting on monday afterncon .
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Dobson-Pilling, Georgia
Sent: 13 October 2013 15:31
To:  Barrett, Kyah

kyah can we have a meeting this friday at 9 am

from georgia
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Subject:  FW:m streamit
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Dear rebbecca
georgia wants us to meet up on friday at 9 am for a meeting can you attend?
regards

From: Dobson-Filling, Georgia
Sent: 18 October 2013 15:31
To: Barrett, Kyah

Subject: m streamit

kyah can we have a meeting this friday at 9 am

from georgia
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Contacts Search Inbox
E’ Deleted Items

Arrange by: Date -
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m streamit When you log on to your email account
Dabsor-Filing, Georgia the your inbox will appear on the screen
Sent: 18 October 2013 15:31 /

Barrett Kyeh and you have received an email then

To:
click on it to view it.

kyah can we have a meeting this friday at 9 am

from georgia
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m streamit

Dobson-Piling, Georgia
Sent: 18 October 2013 15:31

To:  Barrett, Kyah

kyah can we have a meeting this friday at 9 am

from georgia
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[ To...  Dobson-Piling, Georgia
[ ce...
Subject: RE: m streamit
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yes of course we can i will be there||
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Click on the ‘reply’

/ button.

Then type in your message
and click ’send’
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From: Dobson-Pilling, Georgia
Sent: 18 October 2013 15:31
To: Barrett, Kyah

Subject: m streamit

kyah can we have a meeting this friday at 9 am

from georgia
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Daobson-Pilling, Georgia
Sent: 24 October 2013 13:55
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Attachments: em\\ etiqutee,pub (1 MB

dear kyah
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Sent: 24 October 2013 13:55
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this is the email ettiqutte guide Print target
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Copy shortcut
Paste

E-mail with Windows Live
Translate with Bing

All Accelerators L4
Add to favorites...
Send to OneNote

Properties
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Microsoft Publisher Document

attachment in.

19/09/2013 14:0.
19/09/2013 140

| Address your ContaCt with the ap-
propriate [evel of for-
mality and make sure

emﬁlbyee
email etiquette

Cpell CheCk emails with typos are

SiMPIY Not taken as se- ;

Tiously-

Date modified: 24/10/2013 14:02 Date.

.d
r e 110 MB Offline aga

en open the j;il(e,ﬁd
you will have the

attachment.




aufo signature
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/_2] Message Options
MNumber of items to display per page: 50 ~

After moving or deleting an item:

Play a sound when new items arrive

Display a notification when new fax items arrive

open the next item ~

Display a notification when new e-mail items arrive

Display a notification when new voice mail items arrive

Press the options button to open
the ‘auto signature’, and type in
your name then press save.

When I now click on a ‘new’ message

Compose in this message format:
@ WML
@) Plain text

Choose message font: 10pt. Tahoma

Tahama ~ 1w~ B T U
Message Tracking Options
Choose how to respond to requests for read receipts.

@ Ask me before sending a response
) Always send a response

=3 Send

@) Never send a response

Ig Reading Pane Options

Subject:

Tahoma

& To...
3 ce...
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&% E-mail Signature
Tahoma v 8w B I U|i= =
Kyah Barretl
Automatically indude my signature on outgeing messages
<
EEl Message Format

A -
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froper 11 @unity

meeting 5 pm monday

v o B I U

my signature will automatically ap-
pear.
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HTML hd
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hello jade may we have a meeting on monday, at 5pm to disscuss MSTEAMIT

Kyah Barrett




auto reply

H Save

ﬂ Out of Office Assistant

Create Out of Office messages here. You can either choose to send auto-replies to senders while you are out of the office or for a spedific period of time.

(©) Do not send Out of Office auto-replies
Send Out of Office auto-replies
Send Out of Office auto-replies only during this time period:
Start tme: | Thu 07/11/2013 v 1400 v

End time: Fri08/11/2013 v | 1400 v

Send an auto-reply once to each sender inside my organization with the following message:

=W A

i am out off the office at the moment and i will return on the 8th of november my regards kyal|

Tahoma » o« B I E|EE §E|

Press the options button and
then the ‘ out of office’ button,
and this screen will appear, fill in

the text box and press save, this
will then automatically send an
email with out you being there.




setting priority

8 @/ - @ B optons. | Hm 3 To make your email high priority You

isend || 0 @&

7). | [m—— would type the message you want to

[ ce.. type, and then you would click on this

Subject: ergeant meeting

‘exclamation mark’ and this would
Tahoma vliov B I U|iZi= EEP-A-v make this letter a ‘high’ priority

we need to have an ergeant meeting on thursday about the sales of MSTEAMIT.

Kyah Barrett

idsend 0 @ 8, 9 L@ ¥ - B+ [ options... HML

To make your email low importance you
[ To... Khan, Hina

would click on the downwards facing arrow
[ ce...

Subject: meeting on thursday
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hello can we please have a meeting on thhursday to disscuss MSTEAMIT many thankd

Kyah Barrett
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B MNotes
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| Tasks

Eﬁ Search
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Open
Open in New Window |F
Mowve Folder... H

Copy Folder...

Delete

Rename
Create Mew Folder.. K/
Mark All as Read
Empty Folder

a new folder

Right click on ‘your
name’ and this box
will appear, then click
on ‘create new folder’

Name your folder and
then press enter, you will
then have a new folder.

= @ Barrett, Kyah
[ customer emails
4 calendar
Contacts
E’ Deleted Items

(.7 Drafts

[ Inbox

[ @ Junk E-Mai
E Motes

(3 Outbox

E Sent Items
] Tasks
(3] Search Folders




cc and bee

copy and blind carbon

Carbon copy is where you

copy an email and other
people can see the other  Blind carbon copy is where

persons email address you copy an email and other
people cant see who it was

originally from.




address groups

First you need to click on this little
B New —® arrow after the word ‘new’ and a

list will appear, then click on
3 Message “distribution list’ [Lﬂ Tou.,
ﬁ Appointment
! Secondly you need to put some
£ Meeting Request peoples email addresses in the Thirdly click on the ‘to” button to
open up a menu then click on
Contact ‘'members’ box and press ‘add to PEIiEE clice
an P . , ‘distribution list’ which is a button
list’ and then press ‘save and close )
at the side. po—— T
(1) Global address list Search Contacts
Amange by Fieas - " Name i
IE Taskl Disrbuton Lt =
Contacts € staff uleman, ‘ssulemantif
%] Post in This Folder | oo
@ Distribution Lists:
bed saveand Cose | 13 & | % | ¥ -] - Finally click on the distribu- |e=
List Name tion list you have created and
[ Members... then click ok. it
6| Name - E-mail ‘
Dobson-Filing, Georgia gdobson-pilling 11@unity.lancs.sch.uk -_
Khan, Hina hkhan 11@unity.lancs.sch.uk [ ]
Larter, Katie Karter 11@unity.lancs.sch.uk
Roper, Jade jroper 11@unity.lancs. sch.uk
Stubbs, Leon Istubbs 11@unity.lancs.sch.uk

Suleman, Sana ssuleman 11@unity.lancs.sch.uk




