COMPOSING AN EMAIL MESSAGE IN
MYWASHBURN

1. Loginto MyWashburn
2. Click the Email button

L
L

= MYWASHBURN =e=ttoesiee

Welcome Sue Taylor

You are currently logged in.

AT oL ol C 1 Tochaoal P ot 4 3 C 1t Adua Ciadont. Lo T

3. Click the Compose button

Communications Express
Welcame Sue Taylar = Home

Mail Calendar Address Book Options

EfiCompose IEGEtMaiI L8 Bxternal Mail (25 5earch \,l'iew:l[)efaun A

4. A new window will appear.
5. Enter the recipient(s) in the appropriate fields in one of two ways:
a. Type the recipients’ email addresses in the To, Cc, and/or Bcc fields (Note: if it is a
Washburn email address you do not need to type “@washburn.edu”)

E=| To recipientaddress

b. Use your address book
i. Click the word To0 to show your address book

E_-%]Tu‘
E_-%]Cc

E_-%] Bcec
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Composing an Email Message in MyWashburn

ii. Check the box next to the appropriate recipient(s)

Search site
Add From Address Book

| Display Mame M| containg M |Search for

|in|LuminisAddress Book Mm

Luminis Address Book

Showing 1 -1 of 1
To Cc: Bce:  Name Email
MO O & Wihite, Brenda hrenda.white@washburn.edu

Showing 1-1 of 1

LLGERETRNT e Cancel  Help

iii. Click the Add Recipients button

Add From Address Book

| Display Mame [L” containg [il |Search far

|in [ Luminis Address Book Mm

Luminis Address Book

Showing 1-1 of 1
To Cc: Bce:  Name

Email
MO O ﬁWhite,Elrenda hrendawhite@washbum edu

Showing 1-1 of 1

ﬁ [RLLENEE] Cancel Help

6. Enter the email subject in the Subject field

=T DT T

Attachments

Subject |Meeting Minutes ‘

7. Compose your message in the large text box using the Rich Text Editor as needed

[Plain Text] Rich Text (HTML)
Faormat vl Fant

bi/iuIZTOE=

| | Size
== =

- . V
Attached are the tinutes from this week's meeting,

Sue

i
H
(B
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Composing an Email Message in MyWashburn

8. Utilize Additional Features if necessary
9. When you are ready to send the message, click the Send button

[Plain Text ] Rich Text (HTML)
Format M Font | | Size [1]
; = = = = 8= I= &= |
bIHEQ:;:f:E:¢—¢—C%

Attached are the minutes from this week's meeting,

Sue

Priority| Normal v | Request receipt Mone [v] \

[ :heck spelling befare message is sent m Help

ADDITIONAL FEATURES

ADD ATTACHMENTS

1. Click either the Attach button at the top of the message window or the Attach link above the
Subject line

Send ([ Aftach g&Save Draft =) Spell Check Dictionary | English M

To hite, Brenda" =brenda.white@washburn.edu=
cc
Bcc

Attachments
Subiect hlepting blinite

2. A new window will appear. Click the Browse button to select a file from your computer

Attach File

Click Browse to selecta file to attach, then click Add to attach the file to this message.
(Maximum size ofthe message including all attachments should not exceed 5120kk)

Add

| File Attachment Size Action |

m Cancel Help
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Composing an Email Message in MyWashburn

3. Select and open the appropriate file

File Upload X

Loak in: | () My Documents M QX Mm-
. C)Add-Ons [C3TLC Stuff
{ I Campus Technology Magazine  |2) Training

My Fecent  |2)Dawnloads =05 _store
Dacuments I Intenarite Response i
— I Microsoft User Daka

L_ E)Misc ne [ouchScanner, dock
Desktop =) My Adobe Captivate Projects ‘oveerPointwilicker, ppt
My Data Sources | Signature. html
|ty Music
B [y Pictures
My Dacuments BMV Videos
L) OneMote Motebooks
—— |[)0neTouch Docs
[C2)Snaglt Catalog
E]Survey Drata
by Computer
-
File name: | M [ Open I
My Netwark | Files of type | 41 Fles [v»] [ cence |

4. Click the Add button

Aftach File

Click Browse to select a file to attach, then click Add to attach the file to this message.
{Maximum size ofthe message including all attachments should not exceed 51 20kb.)

|11wu store Zthomeltaylo |[ Browse..: ] m—

| File Attachment Size Action

m Cancel Help

5. Repeat steps 2-4 as necessary for additional files
6. When all files have been added, click the Attach button

Aftach File

Click Browse to select a file to attach, then click Add to attach the file to this message.
{Maximum size ofthe message including all attachments should not exceed 51 20kb.)

|[ Erowse.. ]m

~
File Attachment Size Action E
MeetingMinutes docx 12K v
b

~

m Cancel Help
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Composing an Email Message in MyWashburn

7. The attachment list will appear above the subject line

B B

Attachments

Subioct

heetinoMinutes. docx M
P .

hdootives bdinatos

SAVE AS DRAFT

1. Click the Save as Draft button at the top of the message window (it will be saved to the Drafts

folder)

MNew Message

HiSend Attach pgSave Draft | Spell Check Dictionary | English Ii]

||—.—.:‘1

SPELL CHECK

1. Click the Spell Check button at the top of the message window (or check the box at the bottom of
the message window to run the spell check when you click the Send button)

New Message

Send [jAttach pSave Draf

2. Possible mis-spelled words will be in red. Click a red word to get spelling suggestions.

E|Spell Check Dictionary | English M

Attached are th

Sue

mintes  minutes

mites
mines
mints
minces
Edit...

's meeting,

3. Click the correctly spelled word from the list
4. The corrected word will turn green

sue

Attached are the minutes from this week's meeting.
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Composing an Email Message in MyWashburn

5. To continue composing your message, click the Edit button

Attached are the minutes from this week's meeting.

Sue

Priotity| Maormal + | Request receipt Mone w \

[Jcheck spelling before message is sent m Edit.. Cancel Help

MESSAGE PRIORITY

1. Click the Priority drop-down menu at the bottom of the message window

Attached are the minutes from this weelk's meeting.

Sue

Friority| Mormal v Reguest receipt Mone w

O check spelling before message is sent m Help

2. Select the appropriate priority level

Priority N'I'“’”a' v | Request
Mormal

Ol che Urgent g messa
Hon-Urgent
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Composing an Email Message in MyWashburn

MESSAGE READ AND/OR DELIVERY RECEIPT

1. Click the Request Recept drop-down menu at the bottom of the message window

[Flain Text] Rich Text (HTML) _ _
Format || |Font |v| | Size [w]

b UTLO=Zz== & @

Attached are the minutes from this week's meeting.

Sue

Friority | Marrmal v Request receipt Mone v

[ check spelling before message is sent m Help

2. Select the appropriate receipt setting

re message is 51 When viewed
When delivered
Bath
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