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TUTORIAL:
Send and Receive E-Mail

Using Outlook Express 6.0 for Windows XP

By following the simple guide below, you'll learn how to send and receive
e-mail messages using Microsoft's Outlook Express 6.0.

To receive e-mail messages in Outlook Express 6.0 in Windows XP,

follow these steps:

STEP 1. Open your e-mail software program by clicking your cursor arrow on
the "Outlook Express” e-mail icon.

STEP 2. Click your cursor arrow on the “Send/Recv" icon located at the top
of your e-mail program's toolbar. This will bring into your mailbox
any new messages sent to you since the last time you checked your
mailbox.

STEP 3. The number of new messages will be displayed next to “Inbox" in the
Folders List while the authors/titles of these messages will be shown
(in bold print with a closed envelope icon) in the Message List Pane.

STEP 4. Click your cursor arrow on a new message located in the Message
List Pane to display the text of the e-mail message sent to you.

STEP 5. After reading your message, you can: A. Leave it in your “Inbox" to
refer to later. B. Reply to the sender by clicking your cursor arrow on
the "Reply” C. Forward the message to another person by clicking
your cursor arrow on the "Forward” button located at the top of your
e-mail program'’s toolbar then entering the new recipient's e-mail
address. If desired, you can also add to the forwarded message before
sending it by typing additional text in the Message Pane. D. Delete
the message by clicking your cursor arrow on the e-mail within the
Message List Pane and then clicking your cursor arrow on the “Delete”
button located at the top of the e-mail program's toolbar.

n View Tools Message Help

= 5
: \3% o ARy
Tail Send/Re Addresses

%‘] Cutlook Express

De [t Jew Joos Message Hep
2B G ]
= ss | ¥ outbox

Felders. x
€3 Qutkek xorese
& G Lucal reldere
&3 inbex (<)
oS outex
Bsentivng
(9 veeted ltems
Bt

Microsoft Qutlook Express Team
Wednesday, September 07, 2005 2:24PM
New Outiook Express User

Welcome ta Outiook Express 6

4 There are 4 unread Hail me: [] DOK

13 Create o pen Mal messae

Featuring
msn.
® E-mail and Newsgroups Hotmail.

Tired of sharit
mail account 1

® Muttiple accounts and 1dentities
® HTML message support
® Address Book and directory services
® Offline synchronization

Eﬁ\e Edit View Tools Message Help

g & .8 & X @ O \

Reply  Reply Al Forward Print Delete Previous  Mext Addre
From: Microsoft Qutlook Express Team

Date: Wednesday, September 07, 2005 2:24 PM

To create a new e-mail message in Outlook Express 6.0 in Windows

XP, follow these steps:

STEP 1. Open your e-mail software program by clicking your cursor arrow on
the "Outlook Express” e-mail icon.

STEP 2. Click your cursor arrow on the “Create Mail" icon located at the top
of your e-mail program's toolbar.

STEP 3. In the “To:" box of the new mail window, type the e-mail address of
the intended recipient's user name, followed by the at (“"@") sign,
followed by the host name, then a period () and finally the zone
name, i.e. "com” or "net." For example, Josef@websitecompass.com.
Make sure you type the e-mail address correctly or it will not be
delivered to the intended recipient. To send a copy of your message
to another person, click your cursor arrow on the "Cc:" button and
type this person’'s e-mail address into the box.

STEP 4. Next, type the title of your message in the "Subject” box.

STEP 5. Write your message in the Message Pane. You can also copy text from
a word processing document and paste it within the Message Pane.

STEP 6. When you've completed your message, click your cursor arrow on
the "Send" icon located on the e-mail program toolbar. Your mes-
sage will be "mailed” to its destination.
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