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E-MAIL PERSONAL TOOL

When new messages arrive, you'll be alerted

with a note below the QuickBar! Click on

the note to get to your E-mail.

QUICK REFERENCE
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new e-mails.

Clicking the Compose

icon in the QuickBar to
start writing a message -

even

if you are not

accessing your E-mail
Personal Tool!

4

Your tools for composing a new message
(or loading a saved draft) are accessed by
these buttons.

The address fields find matching contacts
from your Personal Address Book in the
drop-down lists as you type.
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Click to pop-up the File

Upload Utility. Here, you can select files
from your computer or from your My Files
feature to add as attachments.

File Upload
__[From My Computer|| From MyFiles |

Note: Files that you upload must begin with ONLY a letter {A-Z or a-z) or a
number (0-1), and should not contain non-alphanumeric characters other
than """ or " "

Please click Browse... to select afile :

l Browse... I

Upload Selected File

Remaining Size Allowed : 10240K Files Uploaded: 0/ 10

The TO field appears automatically. Click CC or
BCC to access other address fields as needed.
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Message : [v 5ave Copy [~ Request Receipt

Use HTML Editor

No file has been selected.

Done I Cancel I

&

Tools

Compose your message here
You can add HTML content to
your messages using the HTML
Brian Jones Editor (see other side).
(800) 5355-121
123 Any Street
Anytown, USA
E-mail Settings can be customized, including =
your preference for an automatic signature to be
included in all outgoing messages. =

Checkmail
Compose

Folders

Filters

External Accounts

MArebine

Settings

Click Address BODkt

pop-up your entire
Personal Address
Book and search for
recipients from your list
of contacts.
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From here, you can
then click the User
Directory tab to look
through your campus
directory and look for
recipients.

Folders Tab

The Folders tab lists each folder. Clicking on a folder name in this tab
displays all items within the selected folder. You can create new folders
by first clicking on a folder in which the new folder should be created,

and then clicking [New Folder].

Folders

IMBICH
Allison
Farmily
Friends

TRASH

[B78]
[0/3]
[0/4]
[0/7]
[0/]

;' Please enter a Folder name

DRAFT [0/ [

QUTBOX
BULK

[0fd]

[0i0]
[Mew Falder]

In the pop-up dialog that appears, enter the folder name and click OK.
The page will refresh, and the new folder will be created within the

folder you selected.

Lookup Email Address

|| My Address Book || User Direcwry|.

AL {[#] 8] ] [ ][ [ ] ] ] ] o] ] ] R ] o] e v ]

||— Search | Fiters: [&l Contacts = | [ 4 Categoriss |
1-7of7 TO cC BCC Close Window
Wl Contacts « Email Category
[~ |Sarah Ballentine Friend
Waitress
Eaton Goode
[¥ |Margaret Cheung studente @tee.corperiliser.corm fwork] Co-worker
[~ [Lunette DeValpierre studentd@tcc.corpcrliser.com [weoirk]
[~ |Joseph Ericksson studente@tce mrpcrllser corn [work]
[~ | Scott Farkus studentfi@tce corpendser.com fwork]
O gnhn HankKin ihanking@hbuyritenowsom fwork] Secretl!
wner
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Place checks next to desired contacts and then
click the appropriate address field button.
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HTML EDITOR

The HTML Editor allows you to create sophisticated HTML content without needing to know any HTML
code. The editor is available when composing E-mail, creating Personal Web Pages, publishing News
articles, and creating campus Announcements. (The HTML Editor is not compatible with the Safari browser.)

Cut, Copy, Paste, Right Align, Center Align, Left Align, Outdent, Indent, Ordered List and Unordered List
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= function as they do in other popular word processing applications.

1
Enter content and Il2 [|d @B ([ E== | FF|EF ||l«—BH
then _};P.rial [~] A4F [*|T B £ U & = 2882 | <> INSERTING AN
to highlight Py IMAGE
desired text. Top Row: —1 | 1. Place your cursor
Then click the The first button changes the text color while [[EEEEEIEEIEREIENEEEE where you wish
appropriate format [PEEREIEESEE. The next nine buttons function as they do in most other the image to
button as desired. popular word processing applications. appear.
i (the button that looks like a straight line, 3rd from the right, inserts a line like the 2. Click th%lmage
— one you see above) button .
Varlatlon 3.Select Upload
Depending on your Bottom Row: Image from the
browser, you may I ENEEIERT o highlight text and then use the first drop-down to select a drop-down menu.
be able to select 3 Hr J 3 4.Use the File
formatting with the different font. The text box will display the font you're using. Upload Utility
buttons prior to Do the same for changing Font Size with the next pop-up that
entering content. d rop- down | appears (see
& other side) to
Options seen in the HTML Editor's toolbars vary gelect a ,gn‘ /I P9
depending on where the HTML Editor is accessed. ZI image to include.
INSERTING A HYPERLINK INSERTING A TABLE

1. Place your cursor where the table should be inserted.

1. Click the Link button .

2. When the pop-up dialog appears, enter text that In the pop-up dialog, enter a numeric value in the Rows
should act as a link in the Link Text field. and Columns text fields as desired.
3. Enter the actual URL in the Hyper Link field.

wn

Create a Table

* Link Text : [Go Here! *Rows:[2 | *Colmns:[2 |
* Hyper Link : |http:waw.here.com » More Attributes ..
Target: I_blank Apply & Close | Cancel |

If you would like the link opened in a new browser window
when clicked, then enter ”_blank™,

4. Click More Attributes... if you wish to access a panel that
Apply | cancet | lets you to specify extra details (width, border width, cell
padding, cell spacing, in-line alignment and color).

Wiuth:Wm Border : |2 pixels
4. If you would like the user to see the target site in a Padding: [ pixels hetween contert and cell border.
new browser window, then type " blank" in the spacing: [ piseis hetween cells
Target f|e|d In-line Alignment : m Background color : J
5. Click Apply.

5. Click Apply & Close when all details have been entered.
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