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The main page for logging into e-mail.

Username is your network log-on. 
Which is your first initial and full last name. 
Example: John Smith= jsmith



teachers will log onto SOUTHERN. 
Administrators will log onto ADRAM.

To change domains
Mouse click the arrow.



Once logged in 
your default view
is of your inbox.

The first preview pane shows
All e-mails currently in your Inbox.
The second pane gives a view of
The highlighted E mail.



Reply to sender

Reply to all Forward

Using the toolbar

Delete

To create a new E-mail
Click the new button.



Creating and sending an E-mail.

Type in the full name or first few letters of the last name
Of the recipient. Then click the check name button.



A dialog box opens displaying
A list of possible recipients. 
Select the correct one and
click the OK button.



With correct recipient in the To field
You can now write your E-mail.
You can copy other people on the mail.
Attach documents.
Or format the body of the mail.



To access conferences and
Public folders click this button.
And a new page will open with public folders.



Public folders are setup similar to first class.
High School and Middle School both have 
their own conference.

Teachers have their own conference. 
And also have department conferences as well.

The public folders page



To post in a conference be sure the correct conference
is selected in the left pane. Then click the new button.


