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Using E-mail: Mail section

Opening E-mail
section

What E-mail
looks like

Version 1
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Using E-mail: Mail Section

E-mail set-up Mail format

There are a variety of formatting choices under the Mail Format tab in Options.
Check with your computer support person to find the best settings for your area.

2| x|

Preferences I Mail Setup  Mail Format |5pel|ing I Security I ther I Delegatesl

Message Format
Choose a format For oukgaoing mail and change advanced sektings.

Ej Compose in this message Format:  |[RRiG -

™ Use Microsoft Office Word 2003 to edit e-mail messages
[T Use Microsoft Office Word 2003 ko read Rich Text e-mail messages

Step Action

1 On the main toolbar, click Tools >> Options.

2 Select the Mail Format tab.

3 Choose your settings and click the OK button.
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Using E-mail: New Messages

Creating a new
E-mail using Step Action
Outlook editor 1 Open Outlook and click on the Mail section in the Navigation Pane.

2 On the Standard toolbar, click New.

Result: A blank e-mail screen will appear.

£ Untitled - Message (HTML) IETET

Fle Edt WView Ingert Format Took Actions Help

Hgend | & 0 T Attach as Adebe POF (@ | ¢ | ¥ ! Arial -li0 = A|B I D

3 e Enter the recipients in the To, Cc, Bcc fields. (For more information
on using these fields, see the Using Address Book documentation.)

e Enter the subject in the Subject: line.

e Enter the text of the e-mail in the body section below.

4 When done, click the Send button.

Continued on next page
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Using E-mail: New Messages, Continued

Displaying the  To show the Bcc field
Bcc field in

Outlook editor Step Action

1 Click VIEW on the e-mail editor bar.

2 Select Bcc Field from the drop-down menu to check it.

E® Untitled - Message (HTML)
Bl Edit | View | Insert Format Tocols Actions Help

=1%end | [ Previous ¥ lttach as Adobe PDH
MNext »

Subject:

Message Header
From Field
| Bce Field .
i Wy
1 Options...

Toclbars »

Note: The Bcc field will remain on the screen unless specifically
removed.

3 The drop-down list will close and the Bcc field will be visible under the
Cc field.

To hide the Bcc field

Step Action

1 Click VIEW on the e-mail editor bar.

2 Select Bec Field from the drop-down menu to uncheck it.

3 The drop-down list will close and the Bcc field will disappear from
under the Cc field.
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Using E-mail: Replying

Replying to Receiving messages
e-mail

New messages will appear in your Inbox under the Mail section by default unless
Rules have been set-up.
To open messages

Double-click on the message you want to open.

Options

B test - Message (HTML)

Fle Edit WVew Insert Format Tools Actions Help

CaReply | ClReply to Al | BForward || Fa |2 | ¥ S X |« -+ - X Q)E

From: Cindy Barry

To: Cindy Barry; Jill Waters (jwaters@bbbcompany . com’; Joan Wilder; Martha Williams (martha@partyplanners. net)
Cc:

Subjeck:  kesk

1

There are several options available on the Standard toolbar that will open the
message in an editable screen:

Option What it does
Reply Places the Sender’s name automatically in the To field.

Reply to All | Places the Sender and all recipient’s names automatically in
the To and Cc fields.

Forward Places no names in any of the address fields.

Version 1 Page 6 of 8 Date last modified: 07/30/2007



Using E-mail: Message Receipts

About

Using receipts
in a mail
message

Version 1

Read receipts allow you to be automatically notified when the read receipt has

been accepted by the recipient.

Delivery receipts allow you to be automatically notified when a mail message is
delivered to the recipient’s mailbox. No action is required by the recipient.

Step Action
1 Open a new mail message.
2 On the main toolbar, click View >> Options.
Result: The following screen will appear.
Message Options x|
Message settings Security
Importance: = Q@ Change security settings for this message.
Sensikiviby: INDrmaI 'l Security Settings...
‘oting and Tracking options
I~ Use voting buttons: I ;I
I Request a delivery receipt For this message
[~ Request a read receipt for this message
Delivery opti
@ ™ Have replies sert ta: I Select Mames. .. |
¥ Save sent message ko; ISent Items Browse.., . |
™ Do nat deliver before: INone d |12:DD A j
] Expires after: INone ;I |12:DD Ak ;I
Attachment Format: IDefau\t hd l
Encoding: IAutofSelect ;I
Contacts... | I
Cakegories. ., | I
3 To request a delivery receipt, click the Request a delivery receipt for
this message box.
To request a read receipt, click the Request a read receipt for this
message box.
4 Click the Close button and process the mail message as normal.

Page 7 of 8

Continued on next page

Date last modified: 07/30/2007



Using E-mail: Message Receipts, Continued

Receiving a Receiving a Read receipt

Read or

Delivery receipt When the recipient opens the message, they will be asked whether or not they wish
send a read receipt.

If they respond with a YES, the read receipt will appear in your In Box as shown
below:

& Jucly Read: testing read receipt Tue

T el RS- i ST
&

If they respond with a NO, the read receipt will not be sent. There is no automated
way to check to see if the message has been read.

Receiving a Delivery Receipt

No response is necessary from the recipient. When the message is delivered to the
recipients mailbox, you will receive the following receipt in your In Box:

|#&  Systern administrator Delivered: testing delivery receipt | Tue 7/31/20
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