Web Based E-mail - Composing

To compose a hew e-mail message:

1. Select Compose from the left navigation bar.

2. Fill in necessary information in the To (E-mail address of the person receiving
message), Subject, and text message fields.

3. If you would like to save a copy of the outgoing message, select the check
box next to Save Outgoing Message.

4. To include an attachment, click the Browse button, select the file you would
like to attach, and click the Attach button.

5. To remove an attachment, select the attachment you wish to remove and
click the Remove button

6. Click the Send button to send your e-mail.
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