Composing and sending an e-mail

Composing your e-mail

From the Mail Toolbar, select New:
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In the box labeled Subject, type the subject of your e-mail.
Underneath the subject line is the body of the e-mail to compose your message in.
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Addressing your e-mail
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If you would like someone else to receive a copy of the e-mail, follow the above directions with the

nt



Compose e-mail in HTML or Text
[By default, Outlook Web Access is set up to send e-mails in HTML. Please note that some of your recipients

may be unable to properly display HTML e-mail. For instance, student-news, staff-news, and faculty-news all
require plain text e-mail.]

To send an e-mail in plain text format (can be done before or after typing):
1) Click on the HTML drop down tag.
2) Select Plain Text
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Attaching a file to your e-mail
Sometimes it is necessary to electronically transmit files with an e-mail. For example, if you wanted another

s t u d epinibn’osa term paper, you could attach the entire document to an e-mail and send it to him or
her instantaneously. To attach a file to your e-mail:

e Select the Attach File button.
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e Click the browse button me

e Navigate to the file that you would like to
attach to your e-mail.

e Click on the file to select it. Choose more fles

e Click on the button labeled Open.

e Click on the button labeled Attach

To include an attachment, click Browse, and then selact the file. After you have selected
the file, dick Attach. The file will be uploaded to your message.

Attach Cancel
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e OQOutlook Web Access will attach the selected file
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0 Outlook Web Access will remove the attached file
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Tip: Opening an attachment before sending it
Before sending an e-mail you may want to ensure that you have attached the correct file. To open an
attachment:

o Click the view attachment icon. &

e QOutlook Web Access will open your attached file so that you can make sure it is the correct one.

Sending your e-mail

e Click on the button labeled Send. . N
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Replying to and forwarding e-mails
When you have received an e-mail, you can either reply directly to that e-mail or forward the e-mail.

Replying to an e-mail

When you reply directly to an e-mail your message will include the text of the original e-mail, which may be
useful for the original sender in terms of remembering exactly what he or she had written to you. A reply will
not include the original attachments. To include attachments, you can either forward the message or attach
the files manually. To reply to an e-mail:

e Locate the e-mail you wish to reply to.
e Inthe Message Pane, click on the e-mail so that it is highlighted in blue or open the e-mail.
e From the Mail Toolbar, click on the button labeled Reply.

e The message will be addressed to the original sender and the subject is copied from the original
message.

e The text of the original message is copied in the message body. Type your comment in or above the
sender's original message.

e When you are finished composing your reply e-mail, click on the button labeled Send.



Replying to All Recipients
If you receive an e-mail that was also sent to additional colleagues, you may wish to send your reply to all
recipients of the e-mail. To reply to all recipients:

e Inthe Message Pane, click on the e-mail so that it is highlighted in blue or open the e-mail.

e From the Mail Toolbar, click on the button labeled Reply All.

e Note that the subject is copied from the original message.

e The text of the original message is copied in the message body. Type your comment in or above the
sender's original message.

e When you are finished composing your reply e-mail, click on the button labeled Send.

Forwarding an e-mail
If you receive an e-mail that you would like someone else to read, you can forward it directly to that person.
Any attachments to the original message will be sent with the forwarded message. To forward an e-mail:

e Locate the e-mail you wish to forward.

e Inthe Message Pane, click on the e-mail so that it is highlighted in blue or open the e-mail.

e Click on the button labeled Forward.

e Inthe field next to the box labeled ToX, type the e-mail address(es) of the recipient(s) you wish to
forward your e-mail to.

e Note that the subject is copied from the original message.

e The text of the original message is copied in the message body. Type your comment in or above the
sender's original message.

e When you are finished composing your e-mail, click on the button labeled Send.



