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Using Netscape Messenger

Netscape Messenger is easy-to-use electronic mail software that is included with
Netscape Navigator version 4.0x. “Electronic mail” or “e-mail” is a means of
communicating using the Internet. It is like regular mail except messages get to their
destination in minutes instead of days. It is also easier to send mail to groups of people
using e-mail.

This handout introduces you to some common functions of Netscape Messenger.
It is assumed that the learner is familiar with basic Windows computer use.
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If your copy of Netscape Messenger does not work as described, double-check to
make sure you're following the instructions correctly, then check with your system
administrator or someone who knows Netscape Messenger well for further assistance.
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Accessing Netscape Messenger

To enter the Netscape Messenger program, simply open Netscape Navigator version
4.0x and choose “Messenger Mailbox” from the “Communicator” menu at the top of the
screen. You will be asked to enter your password. Do so and then click “OK”.
Navigator Messenger opens automatically.

A note on e-mail addressesEmail addresses are comprised of four parts. Let’s look at
an example:

“jonesl@stava.usf.cog”’

“jonesl”
“stava” “‘com”
is your user name and is the “server” name, is the “domain” name.
IS unique to you. the name of the computer “Domain” is a large
that processes your mail. category of Internet
users,
for example:

“edu” = educational
“com” = commercial
“gov” = government

“usfﬂ
is the name of the institution which
owns the mail server.
The symbols “@” and “.” are necessary punctuation for e-mail addresses.

While this is the basic layout for e-mail addresses, variations are possible.

If you don’t know your e-mail address, check with your network administrator or
whoever gave you your e-mail address. Make sure you know your password, too!
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Configuring Netscape Messenger

The first time you open Netscape Messenger, you will need to enter a few

specifics for Netscape Messenger to work properly. Once in the Netscape Messenger
program, choose “Preferences” from the “Edit” menu. Then choose “Mail Server” under
the “Mail & Groups” heading by clicking on the little plus sign next to “Mail & Groups”

and then clicking on “Mail Server”.

Your screen should look like this:

Preferences

Category:

B

=l Appearance

- Fanks
- Colors
il M avigator

[=1- b ail & Groups

- |dentity
- Mezzages
o il Server
- Qroups Server
- Dlirectary
/- Compozer
/|- Offlire

i &dvanced

]|

cify server for incaming mail

The informatioh below iz needed before pou can receive mail. 1F pou do
rot know the infarmation requested, please contact your spstem
adminigtrator ar Intemet Service Provider.

Mail zerver uger name: I

Dutgoing mail [SMTF] zerver: I

Inzorming mail zerver: I

— Mail Server Type
% POP3 [meszages and folders are kept locally, on the hard disk]
¥ Leave messages on server after retieval

= IMAP [messages and folders are kept remately, on the server]
™| Set new folders for offine download

[T tiove deleted messages into Trash

[T | Serven supparts enciypted conmections (551

kore Optiohs... |

] I Cancel | Help |
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You will need to fill in the first three blanks, or “fields” in the top right box.

The information below iz needed before vou can receive mail. 1F you do
not know the information requested, please contact pour system
adrninigtrator or Internet Service Provider.

Mail server user name: I /V

Dutgaing mail [SkTF) zeres

Inoming mail : || V\

Fill in everything beme “@” in your e-mail addr in the topmost blank.
Fill in everything_after the “@” in your e-mail address in the other two blanks.

After you've entered this information, your screen should resemble this, but with
your e-mail address information:

Preferences |

Category:

=cify zerver for incoming mail

----- Farts
----- Colors
[ M arvigator The informatioh below iz needed before pou can receive mail. 1F pou do
= Mail & Groups niot know the information requested, please contact your spatem
Identity adminiztrator ar Internet Service Prowider.
Mezzages Mail server uzer name: Ismith'l
2 b ail Server
Groups Server Dutgoing mail [SMTF] zerver: Ibnlean.mtu.edu
- Directary Inzoming mail server: Ibnlean.mtu.edd
[+~ Composzer
& Offline —Mail Server Tepe
- Advanced % POP3 [messages and folders are kept locally, on the hard disk)

¥ Leave messages on server after retieval

= IMAP [messages and folders are kept remately, on the server]
™| Set new folders for offine download

[T tiove deleted messages into Trash

[T | Serven supparts enciypted conmections (551

kore Optiohs... |
] I Cancel | Help |
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Then click on “Identity”. A screen like this appears:

Preferences

[#]- M avigatar
[=I- Mail & Groups

|
Meszzages
bail Server

Groups Server
Directory

+]- Compoger

+]- O fflire

+]- Advanced

Enter your full name, Email address and Reply-to address, which is usually your
regular e-mail address. For example:

smith @bolean. mbu. edy |

Click on “OK” when you are finished entering this information.
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From now on when you enter the Netscape Messenger program, the computer will

ask for your password. A screen like this comes up:

Paszzword Entry Dialog

Fazsword for mail user erasinzar@pilot. mau, edu;

]|

o]

Cancel

Type in your password and click on “OK”.
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The Netscape Messenger Tool Bar

After you click on “OK”, your main mail window will appear. This window

includes the Tool Bar, which includes the following features:

*% Re: hi - Inbox - Netscape Folder

i [=] E3
File Edit Wiew Go Meszage Communicator Help
5 oo g - o o i E
%Y & B e ¥ 3 &£ w BN
| Getkdzg MNewbsg  Reply Fanmard File Mext Print Securty  Delete ]
A A—A
SED Inbox x j Tatal r%ssages: 3  Unread m?ssages: 1 @

Sender

april zchmedeke Fll
K.im Anderson 042497 15...

FO14

Delete:
Allows y
to delet
message.

(
€

Get Msg: Reply: Forward: Print:
sends a Allowsy ¢ Allows yo L Allowsy ¢
command to to reply forward a to print
your email an email messaget ¢ a messag ¢
server to send message. another
you your person.
email.

New Msg:

allowsy ¢

to compo ¢

anewem ¢

message.
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Creating and Sending a Message
There are two ways to create a new message.
1) Choose “New” from the “File” menu and then choose “Message” from
the subsequent pop-up menu
OR
2) Choose the “New Msg” button on the toolbar.

Choosing either of these brings up a blank message window. It looks like this:

2¥ Composition -
File Edit “iew Inzett Format Tool: Communicator Help Type in
' e = - =L the
w & £ b @ & 1 INL [
Send CQuote  Addresz  Attach  Speling Save  Secunty St
- of your
8 el e e— recipient
I here.
gl -
— Type in
Subject: .
St | 4 a subject
IN-:nrmaI j I j I'IEj I j A A & M = = £ = = here.
‘  Type in
|| the body
of your
message
here.
& | |Document: Done

Simply click where shown above and then type in the e-mail address of the
recipient in the box next to the tab that says “To:” (a cursor automatically appears here
when you open a “new message” window). Click on where shown above and type in a
subject next to “Subject:”. Type the body of the message in the box at the bottom of the
window by clicking anywhere in the box to get a cursor there.
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When finished, your window should look something like this:

a;" next week's workzhop - Composition
File Edit “iew Inzett Format Tool: Communicator Help

4 3 L= P =t
v i ¢ W e & N
i Send Quote  Addresz  Attach  Speling Save  Secunty  Stop

o

ﬁ - TD:I willidd3@forc.tre. con

&
e

=
[e—

Subject: |next week's workshop

[Momal | [varablewiah <] [1z-] lE] A A4 A A = i= &£ = £ @

Have all registered pattictpants sent in their needs assessment forms?
Chrig]
& | |Document: Done

Then click on the “Send” button on the toolbar and your message is “mailed”.

Now you try it

Send a message to Dr. Reznich, the Project Director for these tutorials, at
“reznich@pilot.msu.edu” or to an acquaintance whose e-mail address you know.
Say hi and then explain why you’re sending the message. Be sure you can bring
up a new message window both ways you just learned (by using the “File” menu
by using the “New Msg” button on the toolbar).
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Checking for New Mail

A program like Netscape Messenger (or Eudora, or any other e-mail “client”) will
go out to the mail server at your institution and pick up or “retrieve” your mail for you:

Choose “Get Messages” from the “File” menu and then on “New” from the
subsequent pop-up menu or click on the “Get Mail” button on the toolbar. Choosing
“Get Messages” and then “New” retrieves only new messages. The “Get Mail” button
retrieves all messages that you have, regardless of whether or not you've retrieved them
once already. You can also configure Netscape Messenger to check for you mail
periodically (see the next section).

Your “Inbox” containing your mail will automatically appear in the leftmost box.
Your mail will appear in the middle box and your new mail will appear at the bottom of
the list. Click opn any message and it will appear in the big box at the bottom of the
window:

% Re: hi - Inbox - Netzcape Folder

File Edt “iew Ho Message Communicator Help

Ty N WY e ¥ s £ uw N
i GetMsg Mewdzag  Feply Fonwgrd File M ent Phirt Secutty  Delete 1
T_ﬂl Inbox j Total messages: 8 Unread messages: 1 (3%

Subject Sender
Fe: hi

=y name +  Kim Anderson 042497 15... Fu
Re: web page || +  Chngtopher B. Rezrich 10/20/97 1. @
Wioohool v +  haykay Lebman 20971 @
=k Mentor Program + Karen Mizke /B33 15:40 @
=1 Dinner Revisions % Mary Koski 1/12/98 @
Future +  Chnzgtopher B. Rezrich 14159817 @
=y Last minute details »  Chrigtopher B. Reznich 1/16/98 E:47 @
W Hide: hi

Subject: Re: hi
Date: Fri, 19 Sep 97 21:14:29 PDT \ 4
From: "april schmedele" <adschmed@accessus net>
Tao: "Sarah Lee Erwin" <erwinsar@pilot. msu. edu= =

l@ I_ | |Document: Done

You can now read your e-mail messages. Note the information in the “header”
which includes the subject, date, from whom the e-mail was sent, and to whom it was
sent. This last line may include multiple e-mail addresses if the message was sent to
more than one person.
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Checking for E-mail Automatically

You can configure your computer to check for e-mail automatically at any time
interval you choose. This is particularly useful if you leave your computer on all day and
don’t want to check for e-mail manually.

Go to the “Edit” menu and choose “Preferences”. Then click on the little plus
sign next to “Mail & Groups”. Now click on “Mail Server”. Your screen should look
like this:

Preferences |
Category:
- Appearance h:l':‘._,if_l,l zerver for incoming mail
- Fantg -
- Colars
- M avigator The information below iz needed before vou can receive mail. 1F you do
= Mail & Groups hiot know the information requested, please contact your spetemn
- Identity adminiztrator ar Intermet Service Provider.
- Messages Mail server uzer name: Ismith1
= bail Server
- Graups Server Qutgaing rail [SMTP] server: Ibnulean.mtu.edu
- Directory |rcoming mail server: Ihnalean.mtu.edu
[+~ Composer
= Offline — Mail Server Type
[+ Advanced {* POP3 [meszages and folders are kept locally, on the hard disk]

¥ Leave meszages on server after retriesal

" |MAP [messages and folders are kept remately, on the zerver|
[T St new folders for offiine download

™| fdove deleted meszages inta Trash

[T Server supports encypted connections (551

T
here.

] I Cancel | Help |

Now click on the “More Options...” button at the bottom right of the screen.
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A screen like this appears:

More Mail Server Preferences |

Local mail directary: I:'\F'ru:ugram FilezhMetzcapelzershenvinzartmail Chooze... |

IMAP zerver directony: I

V¥ iCheck for mail every: I'IEI minLtes

[T Pemember my mail pazsword,

\

[T Use ﬂé&:ﬂpe tezzenger from MAPI-bazed applications

ak. I Cancel

Click on the box next to “Check for mail every” and then click on the box next to

“minutes” to get a cursor in that box. Type in how often you want the computer to check

for mail. Here I've set the computer to check for mail every 10 minutes.

Now you try it.

Configure your computer to check for mail as often as you would like (never or at
any interval).
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Replying to a Message

You can send an immediate reply to any message you receive. While the message

you want to reply to is being displayed, click on the button “Reply” from the toolbar and

then on “Reply to Sender” from the subsequent pop-up menu or choose “Reply” from the

“Message” menu and then “To Sender” from the subsequent pop-up menu.

A new window appears with the message still displayed. Note that a blue line
precedes each line of the original message:

a;" He: info you requested - Composition
File Edit “iew Inzett Format Tool: Communicator Help

4 3 L= P S
% A £ W o & N.
Send Quote  Addresz  Attach  Speling Save  Secunty  Stop

o

ﬁ ¥ LCc: Helly Anderson <andersiboolean. mtu. edus-

—"Tn:
&

g

Subject: IRE: info you requested
[Momal | [varablewiah <] [1z-] lE] A A4 A A = i= &£ = £ @

kelly Anderson wrote: j

Hi EKids. Here is the info. you requested. Hope it helps... Hawve a great
weekend. MMale time to have funl

Comprehenstve Paychological Services
J. Keith Ostien, Ph.D.
337-2500 ,

4]
& | |Document: Done
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Click on the big box at the bottom of the window to get a cursor there. You may
delete all the lines of the message, keep all, or keep a little bit of the original message in
your reply. Delete lines by simply backspacing over them or highlighting them and then
hitting the backspace button. If you choose to leave some lines of the original message,
you can intersperse your comments with the original lines like this:

a;" He: info you requested - Composition

File Edit “iew Inzett Formmat Tools Communicator Help

e @ £ i o &

Send  Cuote Addrezs  Attach  Speling  Sawve  Secuity  Stop
ﬁ * To:|[&]Eelly Anderson <anders@boolean.mtu. edus

—TT:-:
&

=

Subject: IRE: info vou redquested

[Momal =] [vaiablewiath =] [12-] lE] A 4 A & = &=

= 4= = [3
= 1= = - Text
Kelly Anderson wrote: ﬂ from_
received
Hi Kids. Here is the info. you requested. Hope it helps.. Have a great 4——— || MESSage
weekend, MMake time to have fun!
A Y .
Iwilll Tcan'twat to go sking! ¢— Newly
| = enter e
| I 5 text
& | |Document: Done e A

Click on “Send” when you're done typing.

Now you try it

Write a reply to a message in your mailbox in which you intersperse your
comments within the original text.
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Printing a Message

To print a message, simply open the desired message so it is displayed in the box
at the bottom of the screen. Then choose “Print” from the “File” menu or the “Print”
button from the toolbar. A screen like this appears:

Click on “OK” and your message will be printed.
Now you try it

Choose one of your messages and print it.
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Mailing Lists

A “mailing list” is a list of the names and e-mail addresses to which you assign a
name. A mailing list can consist of one name and e-mail address, or a whole list of
names and e-mail addresses. Once compiled, you can then address e-mail to the mailing
list, and Netscape Mail will send your message to anyone and everyone on the list. Your
collection of mailing lists is stored in an “Address Book”. Each individual address is
stored on a “card”, which you can think of like cards in a Rolodex.

» Creating a Simple Mailing List (One Name and E-mail Address)

You can begin building a mailing list from addresses of e-mail you've received.
While viewing a message from the person you want in your address book, click on “Add
to Address Book” from the “Message” menu and then clicking on “Sender” on the
subsequent pop-up menu. A window like this will appear:

Card for Anderson |

Name | E-:untau:tl Metzcape I:::unferen-:el

First I ame: IKE"}'

Lazt Mame: I.-'l'-.ndersan
Organization: I

Title: |

Email &ddress: Ianders@bmlean.mtu.edu

Mizkrarme: I

M otes:

[~ Prefers ta receive rich test [HT L] mail

k. I Cancel Help

Note that Netscape Messenger fills in the e-mail address and name for you. You
may add text to the box to the right of “Nick Name:” by clicking on the box and typing
the desired text. Nicknames are for your private use. For example, | might put
“DrAnderson” in the box next to “Nick Name:” as a reminder that she is a professor.
Only letters and numbers can be used in a nickname, no spaces. Your address book puts
the text after “First Name:” and “Last Name:” as the title of that entry in your address
book. Enter a nickname if you desire. Whether or not you choose to enter a nickname,
click on “OK” to move on.
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Now you try it.

Make “cards” in your address book for three people who have sent you mail.
Use a nickname in one of the cards.

To see the names already in your address book, click on “Address Book”
under the “Communicator” menu or click on the “Address” button on the toolbar.
The window that appears looks like this:

File Edit “iew Communicator Help

@@@1&3&2@

Mew Card  MewLizt Properties MNewMzg  Director Call Delete

Type i the name pau are loaking for:

I in: IF'ersnnaI Address Book j

E mail &ddress rganization 1|

an. mtu, edu

= |

Notice there is only one person in the address book because “Kelly
Anderson” was the only person added to it.
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» Creating Mailing Lists of More than One Name

You can compile a list of a group of people and their e-mail addresses by making
a new folder in your address book. While in your address book view, click on “New
List” under the “File” menu or click on the “New List” button on the toolbar. A window
like this appears:

Mailing List |

— Mailing Lizt Info

List M arne: I 4\

Lizt Micknarne: I

1 | In the example,
“Family” goes

Dezcription: I here.
To add entries ta thiz mailing lizt, type names from the addrezs book.

(&

Type in the
—1 | names of
the people
you want in
this
mailing list
here.

k. I Remove Cancel Help

Type in the name of your new folder in the box next to “List Name:”. “Family”
will be used as an example here. Add a nickname if you prefer. Type in the names of the
people that you want in this mailing list. (You may only type in the names of the people
who you've already added to your address book.) Then click on “OK”.
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The next time you access your Address Book it will look like this:

File Edit “iew Communicator Help

5 s o2 N & o2 v N

Mew Card  MewLizt Properties MNewMzg  Director Call Delete

Type i the name pau are loaking for:
I i IF'ersnnaI Address Book j
- | Mame * | E mail &ddress | rganization |1|P|
Farnily
F.elly Anderzon ahdersEboolean. mbu. edu |
=l

You may edit any mailing list at any time by simply highlighting the name of the
list and then clicking on the “Properties” button on the toolbar.

Now you try it.

Make a list that consists of the three people you made cards for above. Entitle
the list “Experiment”.

© 1999 Office of Medical Education Research and Development
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» Using a Mailing List

The address book feature is particularly useful if you want to send mail to

committees or departments, etc., on a regular basis. In the address book view, highlight

the name of the list. Click on “New” under the “File” menu in your Address Book and
then click on “Message” in the subsequent pop-up menu or click on the “New Msg”

button on the toolbar. A new message window appears with the “To:” line filled in with
the name of the list. | have put April Schmedeke and Marykay Lehman in my “Family”

mailing list. If “New Msg” is chosen for “Family”, the message is sent to April
Schmedeke and to Marykay Lehman.

2 Composition

File Edit “iew Inzett Format Tool: Communicator Help

. o & £ W @ &

Send Quote  Addresz  Attach  Speling Save  Secunty  Stop

ﬁ ¥ To:||[&3] Family <Fanilys

E * To:

i %

Subject: |

IN-:nrmaI jl jl12j|jAA&g§E i= 2 4= E ¥
& | |Netscape

Now you try it.

Address a message to your “Experiment” list. You don’t have to send the
message.
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* Adding Names and Addresses by Hand

You can add e-mail addresses by hand by clicking on “New Card” from the “File”
menu of your Address Book or by choosing “New Card” from the toolbar. The following
window appears:

: Mew Card |

Name | I:-:nntactl Metzcape I:l:unferen-:el

Firzt Mame: Il

Lazt Mame:

Organizatian:

Ernail Address:

|
|
Title: |
|
|

Micknarme:

I okes:

[~ Prefers ta receive rich test [HT L] mail

k. I Cancel Help

Then type in the appropriate information and click on “OK”.
Now you try it.

Make a card in your address book for Dr. Reznich. His e-mail address is
“reznich@pilot.msu.edu”.
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Carbon Copying

You can send a copy of an e-mail message to more than one person or group at a
time quite easily by sending a carbon copy (Cc”) to anyone you choose.

After selecting the person whom you will send the message “To:” and entering
that information (either from your address book or by typing in the name):

1) Click on the tab that says “To:” in the new message window (see picture

below).
2) Select “Cc:”.
3) Type in the address of the person you want to receive a copy.

2¥ Composition
File Edit “iew Inzett Format Tool: Communicator Help

o e = - =L
z; % A £ W o & N.
Send Quote  Addresz  Attach  Speling Save  Secunty  Stop

o

[Eroup:

SHPleet [ Reply-To:

INDTITIEI' FD"DWL-IFI'TDZ ]|12 TI Ij A_ A A g EE %E *E E %v E'T

& | |Netscape
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Normally, anyone receiving a “carbon copy” of a message will have his or her e-
mail address appear in the “header” of the message sent to the intended recipient. A
“blind carbon copy” is the same as a “carbon copy” without the address of the copy
recipient added to the header. You can send a blind carbon copy the same way as above,
but instead of choosing “Cc:” form the pop-up menu, choose “Bcc:”.

2¥ Composition
File Edit “iew Inzett Format Tool: Communicator Help

= [ = - =L
w = £ B @ & N
Send Quote  Addresz  Attach  Speling Save  Secunty  Stop

Subject | GO
—_— Reply-To:
IN-:urmaI Fallowp-To: ]|12 'I.EI A A A M=t & = @

& | |Netscape

Now you try it.

Send the same message to three people at a time by addressing the message to
the first person, sending it as a carbon copy to the second, and sending it as a
blind carbon copy to the third.
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Attachments

You can send copies of documents as “attachments” to an e-mail message. When

composing an e-mail message, choose “Attach” from the “File” menu or click on the
“Attach” button on the toolbar. Then choose “File” from the subsequent pop-up menu.

A window comes up that looks something like this:

Enteifietoattach — HEH]|
- & e [

Laoak jn: I =3 Pragram

[ Defaults % editor3z.dil hetzcape.cfg % praz40.di
3 DyrFonts 9 edpref32.dl Eﬁ hetzcape. exe E prefuidz. di
([ Java %] ipeg3240.di nedigaz.di ] resdl.di
[0 NetHelp %] jit3z40.dI naldap32.di ] unizz200.di
23 Plugins %] js3240.d1 hamailui. di ] uricvt32.d
23 SpellChi %] jsd3240.dI nsmapid2.di ] sppref3z.d
brpref22.dl 9 mnpref 32, dil £ nznotify, exe

o | 0|
File name: || Open I
Filez af bype: I.-'l'-.II Files [=7] j Cancel |
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Locate the document you wish to attach. Click on “Open” and the document will
be attached to your e-mail message.

2 Composition

File Edit “iew Inzett Format Tool: Communicator Help

[ = - =L
W ) & W e & N
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If you receive an attached document, it will either appear on your desktop or in a
separate folder on your hard drive, depending on how you’ve configured your system.
Use the appropriate program (usually the same that the attachment came from) to
open up the attached file, or you may risk getting an unreadable document.

Now you try it.
Using the word processor that is installed on your computer, create a document

explaining what you did today and send it as an attachment to someone you e-
mail regularly. In the message, explain what is in the attached document.
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Forwarding Messages

You can forward a message you've received to another person. When you
forward a message, you may intersperse your comments within the lines of the original
text. In addition, the original text can be edited before it is forwarded.

To send your text separate from the original text:

1) Display the message you want to forward.

2) Select “Forward” from the “Message” menu or click on the “Forward” button
on the toolbar.

3) Type in the e-mail address of whom you want to send the message.

The subject of your message will then be “Fwd: [name of original message]”:
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To intersperse your comments with the original text:
1) Select “Forward Quoted” from the “Message” menu instead of step 2 above.

If you do, each line of the original message is quoted, preceded by a blue line. In
this case, you can edit the original message and/or intersperse your typed text within the
lines of the original message by clicking on the box containing the text to get a cursor
there. The window should look something like this:

2¥ Composition
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[Nomal =] [variablewidth =] [12 -] Izl A 4 A 4 = i= = = £ @
Matvlkay Lehman wrote: j

Hella:
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skating!
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& | |Document: Done

Just like before, you can use your address book to choose who you want to send
the message to by clicking the “Address” button on the toolbar or by selecting “Address
Book” from the “Communicator” menu.

Whichever way you choose to forward the message, click on the “Send” button on
the toolbar to “mail” your message.

Now you try it.

Forward the same message to the same person twice. The first time simply
forward the message. The second time, use the forward quote feature and type
comments within the text of the message explaining why you forwarded the
message twice.
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Mailboxes or Mail Folders

Netscape Messenger has a system for creating folders, or “mailboxes”, in which
to store your messages. There are many folders automatically created when you install
Netscape Messenger. The most important are your “Inbox” and your “Trash” mailbox.

% Future - Inbox - Netzcape Folder =] E3
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You can create any number of folders to help you save your e-mail messages in
an organized manner. To create a new mail folder, select “New Folder” from the “File”
menu. A screen like the following appears:

Mew Folder |

B
Create as sub-folder of; Cancel |
I._'ﬁ Inbox j

Type in the name for the new folder (for the purpose of illustration, I'll create a
new mail folder called “Work”) and click on “OK”.
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The new folder will appear as a pop-up menu when you click on the “File” button
and choose “Inbox”:
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To transfer a message to a mail folder, choose the message you want to transfer so

that it is displayed in the bottom window. Then choose the mail folder you want by
clicking on the “File” button and selecting the appropriate folder.
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To access a mail folder, click on the little down arrow next to “Inbox” and select
the folder you want from that pop-up list. The messages in that folder will then be
displayed.
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Now you try it

1) Create a new mail folder entitled “Temporary” and transfer a message to it.
2) Find the message you just transferred to your “Temporary” folder and open it.

(0 Onward and Upward

People who use e-mail wonder how they got along without it. It's probably one
of the real “time-savers” of the Internet. E-mail is faster and more convenient than its
alternatives: using e-mail is a “basic skill” of the information age.

Sarah Erwin
Christopher B. Reznich
reznich@pilot.msu.edu
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