Application: IT User Guide
Status:

Subject:  Lotus Notes
Topic:  Emall

Tie: Reading Email Messages R5

Purpose: Use this procedure to read an email message

When email messages are received, they arrive in your Inbox folder. You can easily tell new messages
because they are red and have a star next to them in the column to the left of them. The message from
Steven McLachlan has not been read.

Whio | Date * Size - Subject

Steven MoLachlan 23/11./2000 279135 Latus Mates Uparade [anather ga]
* Rozlyn A Hunter  27./11/2000 BO7 “our Mew Pay Rize Information

Steven Mclachlan 23/11/2000 a76 Re: Motes RS Rollout

Steven McLachlan 23/11/2000 671 qantas

After a message has been read for the first time, it changes to black and the star no longer displays.

Follow the 2 steps below.

Step Action

1 Start with your mailbox open:
® |ocate the message to read

e double-click the message to open it

2 When you have finished reading the message:

e click the cross in the top right corner of the open task or press the Esc. buttton
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Information

See Replying-
e-mail [

See Forwardir
e-mail [

See Deleting
messages [

See Moving
messages to
folders [
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