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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.

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 Information

1 Start with your mailbox open:

locate the message to readl

double-click the message to open itl

2 When you have finished reading the message:

click the cross in the top right corner of the open task or press the Esc. butttonl

See Replying to 
e-mail 

See Forwarding 
e-mail 

See Deleting 
messages 

See Moving 
messages to 
folders 
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