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writing vocab chart

Hi Dona Hope you have a nice memorial day weekend we decided not to go to
New Orleans this weekend as last weekend Nicole came for a suprise visit

and we are worn out. It was wonderful to see her and we had such a good
time to the beach every day and out to eat and running around so we needsd
this weekend to catch up. I painted the bedroom and puitered around it has
been relazing. Hot out so not much yard work it has been in the 90's for

quie a few days now so I guess summer is herel George has his first

computer class on Tues so he will get used to this new kind of writing. T
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· Click on the folder that you want to read

· Messages you have not read display a closed envelope and appear in bold type

· A paperclip icon indicates a message with an attached file

· Left click on the message that you want to read- a double click fills the screen

· Click on new mail

· Type in the persons address

· To send to more than 1 person add additional names and addresses in the cc box

· Click in the message box and type your message

· Click on send

· Outlook stores a copy of each message you send in the Sent Items folder

· Click on Address book

· Click on new contact

· Type in the name of the person that you are adding

· Click on add new bar and type in the e-mail address



· Move the mouse over the “ Addresses” button and left click

· Click on lick whoever you want to send the message to

· If you want to send to another person, repeat steps 3 & 4

· Cc: and Bcc: are “Carbon Copy” and “Blind Carbon”, use these buttons the same way as the “To “ button”

· Click o.k.

· Type in your message

· Click on Address

· Click on New

· Select “New Group”

· Type in the name of the group

· Click – select members

· Highlight a name from your address book list, click, “Select”, this adds the name to the distribution list

· Repeat as needed until you have included all the members you want on your list

· click “OK”

· click “OK” again

· You will be back to the main screen

· Do your e-mail

· Click on the paper clip

· Find the attachment that you want to add, right click, and click insert


· Go back to the e-mail and send 

· Click on reply

· Reply sends a reply to the author only

· Reply All sends a reply to the author and everyone who received the original message

· Type in your message

· Send

· Click on the message that you want to forward

· Type in the e-mail

· Move the mouse over the message box and left click, type any comments about the message


· Move the mouse over the “Send” button and left click
· Highlight the message – delete







