
 

 

Table of Contents 
WRITING YOUR FIRST E-MAIL MESSAGE ________________________________________________________________ 1 

READING MESSAGE ____________________________________________________________________________________ 2 

REPLYING TO MESSAGES _______________________________________________________________________________ 2 

REPLY ALL ____________________________________________________________________________________________ 3 

FORWARDING MESSAGES ______________________________________________________________________________ 4 

REPORT AS SPAM ______________________________________________________________________________________ 5 

CC AND BCC ___________________________________________________________________________________________ 8 

MAKING PERSONAL LABELS ____________________________________________________________________________ 8 

MOVING A MESSAGE TO A PERSONAL LABEL ___________________________________________________________ 9 

DELETING A PERSONAL LABEL ________________________________________________________________________ 10 

MOVING A PERSONAL LABEL __________________________________________________________________________ 11 

SPELL CHECK _________________________________________________________________________________________ 11 

CHANGING THE E-MAIL FONT _________________________________________________________________________ 12 

E-MAIL SIGNATURE ___________________________________________________________________________________ 17 

EMPTYING THE TRASH ________________________________________________________________________________ 18 

CREATING AN ATTACHMENT __________________________________________________________________________ 19 

RECEIVING AN ATTACHMENT _________________________________________________________________________ 20 

SAVING AN ATTACHMENT _____________________________________________________________________________ 21 

ADDING A CONTACT __________________________________________________________________________________ 24 

COMPOSING A MESSAGE TO A CONTACT _______________________________________________________________ 25 

EDITING A CONTACT __________________________________________________________________________________ 26 

EXPORTING A CONTACT ______________________________________________________________________________ 26 

IMPORTING A CONTACT_______________________________________________________________________________ 27 

GROUP CONTACTS ____________________________________________________________________________________ 29 

MOVING A CONTACT TO A GROUP _____________________________________________________________________ 29 

DELETING A CONTACT ________________________________________________________________________________ 30 

DELETING A GROUP ___________________________________________________________________________________ 30 

VACATION RESPONSE _________________________________________________________________________________ 33 

ARCHIVE _____________________________________________________________________________________________ 34 

MY PICTURE __________________________________________________________________________________________ 35 

THEMES ______________________________________________________________________________________________ 38 

INVITE A FRIEND ______________________________________________________________________________________ 38 

USING THE CALENDAR ________________________________________________________________________________ 41 

CREATING A DOCUMENT ______________________________________________________________________________ 44 

UPLOADING A DOCUMENT ____________________________________________________________________________ 46 

DELETING A DOCUMENT ______________________________________________________________________________ 47 

ADDING A TASK _______________________________________________________________________________________ 50 

COMPLETING A TASK _________________________________________________________________________________ 50 

TASK ACTIONS ________________________________________________________________________________________ 51 

DELETING A TASK ____________________________________________________________________________________ 52 


