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By

Cheryl Malsom
Outlook is the program we used to send E-Mail.

To get into OUTLOOK: 
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START
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PROGRAM
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CITRIX ICA CLIENT
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CITRIX PROGRAM NEIGHBORHOOD
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K12 MICROSOFT OUTLOOK

This screen will come up.  Your password is case sensitive.
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To send a message to someone:
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Click on NEW on the top toolbar (a message screen will come up)

[image: image7.png]



Click on TO
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Select the name or names you would are sending messages to.  Click OK.
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Type your message.
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Click SEND

To create a contact file:
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Click on the arrow next to NEW.
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CONTACT
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Enter the information you need to remember for your contact.
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Be sure to SAVE.

To make a distribution list:
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Use this same menu

[image: image16.png]



DISTRIBUTION LIST
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SELECT MEMBERS
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Select the names of the members.
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Don’t forget to SAVE

To read messages you need to be in the INBOX.
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Click on the message you want to read, it will come up in the box below.

To delete a message:
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Click on the X in the top toolbar (this will put in DELETED ITEMS)
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you can delete the messages in the DELETED ITEMS permanently by doing the same thing.

To send an attachment:
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Copy the file to the C: drive (go to F drive, copy, then go to the C drive and paste) {don’t forget to go there using MY COMPUTER}
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Open MS Outlook and compose your message
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Click on the little paperclip or click Insert and the file with the paperclip
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Using the window that opens up find your file on the C: drive (which will probably be called C$ on ‘Client’ (c: )
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Select the file and double click or click Insert
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VOILA – your file is now attached
