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How to create a new message  
 
1. Make sure you have the Inbox  displayed then click on the 

  button. 

2. A drop-down list with various options will appear. Select 
“Message”.  

Tip: When you are in the Inbox , you can also create a new 
message by press CTRL+N on your keyboard. 

3. An untitled message dialog box will appear on your screen.  

4. In the “To” box, type in the email of the person that you want to send the message to. For example, 
type john.doe@yahoo.com. In case you would like to send this message to someone you know at 

Cambridge College, you’d type the last name of that person and click on the Check Names  button 
on the toolbar. This will open a Check Names dialogue box where you can click on the desired person 
from the list.  
 
Tips: You can also click the “To” or “Cc” buttons. This opens the Find Names dialog box, which allows you to 
search for a person in Cambridge College’s global address   list or your Contacts folder. After you locate a 
person in the Find Names dialog box, add the name to your e-mail message by selecting the name and then 
clicking To, Cc, or Bcc next to Add recipient to.  
 
To add a resolved name in the address boxes to your Contacts folder, right-click the name, and then click Add 
To Contacts. 
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Deleting a message  

From time to time you will need to delete old messages to conserve space for your email account at 

Cambridge College. To delete any message that appears on your list: 

1. With the message selected in the View Pane, click the Delete  button on the tool bar or simply 
press the delete key on your keyboard.  

2. Or with the message already opened click the Delete button  on the toolbar. 
 
Tip: When you delete a message it is actually moved to your deleted items folder. This still takes up space so it 
is good practice to periodically go to your deleted items folder and delete the messages from there. This will 
permanently delete the messages and free up the space.  
 
To permanently delete an item, select the item to be deleted, hold down the Shift key and press the Delete 
key at the same time. Click OK to the question about permanently deleting the selected items. Saving time is 
the benefit of this action since you will not need to delete that item again from the Deleted Items folder. 

 
Reading a Message 
A message may be read without opening it by displaying the Reading Pane.  
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To open a message: 
1. Click on the Inbox shortcut on the Navigation Pane. 

2. In the View Pane, double click on the message you want to read. New or unread messages will appear 

in bolded print. 

3. Once the letter is opened, you have various options on the toolbar including Reply, Forward, Print, 

Delete, etc. Click on the appropriate button for the preferred action. 

4. To close the message, click the X in the upper right hand corner . 

Printing a Message 
1. Open the message to be printed. 

2. Click the Printer button on the toolbar . 

3. Select the print options and click the Print button 

How to create a contact 

The Contacts folder is used to store information about people with whom you communicate regularly. 

Such information as name, address, phone, fax and e-mail address may be easily referenced. Contacts 

may be accessed from either the Folder List or the Button Bar on the Navigation Pane.  

 

When you create a new contact, the new contact dialog box will open on your screen. Enter whatever 

information you require for this contact into the necessary fields. When you are finished click the Save 

and Close button. Next time you click on your Contacts shortcut or folder you will see your new contact 

listed.  

To create a contact: 
 

1. With Contacts  opened, from the toolbar, click the New button.  

2. An Untitled Contact window opens; type the name of the new 

contact; use the Tab key to move from one box to another to enter 

other information. You may want to click the Details tab to add 

further information as indicated.  

3. When finished entering information, click the Save and Close button 

on the toolbar to save the new contact 
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