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Organize messages with Folders

To create a new folder:

1. Click on folder icon
2. Scroll down and click on “Create New”
3. Press the Enter key
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COMPOSING AND SENDING EMAILS

1. Click on (red box) “Compose”
2. New message window opens
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ATTACHING A FILE

1. Click on paper clip icon

2. Browse the computer for the file
3. Click on the file

4. Click Open

5. Type in your message

6.

Click Send

[ = JENCI

P Inbox (176) - musto... * | & oA oA @
4| Fle Edit View Favorites Tools Help 4 Find ~
R BbCcDa| 2 Replace
poste M| 35 B suggested Sites » £ Web Slice Gallery o |(ee—— P!
- I T styles~ ||l SelectT
w4 Google o °©0
24 of 24 - Cli
B rl] ‘
Gmail ~ - & More 1-500f3000 < > R~ Q-
Click an item
s i 4 e .s Social EXIED > Promotions Bl
rimary =® Instagram, Linkedin, Linkedin Update 7 Kraft Recipes | Make Tonight Deliciou
| inbox (176)
&) Starred Vicki Doherty Weekly Box Office Hits titles-FTO titles - Hello, Attached are the weekly box office hils an = 12:13 pm
Sent Mall 4imprint Special Preview
5] v Drafts (24)
ad&: 3M ebooks Brenda Crause [Exchange] Vari
ALA orders. " Tt R St Mary_Stoner52403@yahoo.com
) amazon (1) suppol lems in your
Baker & Taylor William Schwarting Anne West Linds attaching an email
barnes & noble
@I Send board of trustees & - custserv Your Demco Ord
book club Williamson County Emerge.  Advisory Messag T s
ary Stoner
Mary - : "
@ & & a Lesley Zavediuk FW: Cloud Librai Library D\recl.or T
Anne West Lindsey District Library
I . 5 600 N. Division Street
& support tems in your 12 capterville, IL 62918
Attac o (618) 985-3298
docut SHARE_Notifications Summary Report m stoner.awl@omail.com
=) A Cheryl Clark [Exchange] Free
donotreply Processing of Pr
L Genealogy Society of Sou. GSSI June 11 Me
No recent chats
& Start a new one Brian, me, Brian (5) Fwd: Rotary App
— me, Linda.Couri. (2) notice of public |
Sans Serif ~ | praamayr U A -
Brenda Crause [Exchange] Varic m
Options >3 co
2 9 U me, Steve (10) list of sublcontra m Al & s @ ©
Page:3 0f3

‘E Vm ) E QH 9 q[) Anne West Lindse.. @Mi oR Bt Mim:.sg&u.:.werp..

Courtesy of Gail Borden Public Library and the Public Library Association 09/15



