




1)   Write your email ad-

dress here 

2)    enter your pass-

word 

3)   press 

log on 



I write  in a persons email 

and click on the paperclip. 

I then click on browse 

and open the folder I 

want to attach. 

Then click 

attach 

Then click send and 

you have sent an 

email with an attach-

ment. 



To send an email to more than one person you 

can either put more than one person  email 

address in the ‘to’ box or put on name in the 

‘cc’ box 



Click on the ‘forward’ button 

at the top. 

Type in the message you want to 

send then you have forwarded an 

email. 



When  you log on to your email account 

the your inbox will appear on the screen 

and you have received an email then 

click on it to view it. 



Click on the ‘reply’ 

button. 

Then type in your message 

and click ’send’ 



I have received an 

email with an 

attachment 

Then right click and 

press save target 

as ... 

Then  browse for the right folder 

and then save it as their name, 

email etiquette. 

Then press send. 

Now open the folder 

with the saved 

attachment in. 
Then open the file and 

you will have the 

attachment . 



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 

my signature will automatically ap-

pear. 



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.  



To make your email high priority You 

would type the message you want to 

type, and then you would click on this 

‘exclamation mark’ and this would 

make this letter a ‘high’ priority 

To make your email low importance you 

would click on the downwards facing arrow 



 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. 



Carbon copy is where you 

copy an email and other 

people can see the other 

persons email address  

Blind carbon copy is where 

you copy an email and other 

people cant see who it was 

originally from. 



First you need to click on this little 

arrow after the word 'new’ and a 

list will appear, then click on 

‘distribution list’ 

Secondly you need to put some 

peoples email addresses in the 

'members’ box and press ‘add to 

list’ and then press ‘save and close’ 

 

Thirdly click on the ‘to’ button to 

open up a menu  then click on  

‘distribution list’ which is a button 

at the side. 

Finally click on the distribu-

tion list you have created and 

then click ok. 


