To send a New Email Message, we first select the New link from the Inbox menu, and then select Message

from the drop menu, as shown:
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This selection will bring up the New Message box, where you can send
messages to individuals or groups, copy to someone else or yourself,
and add attachments, if desired.
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Messages can be sent by typing an email
address into the To: field on the top, or
by choosing an email address from an
Address Book, by selecting the book icon

to access it.

You can copy any message to someone
else or yourself by selecting the CC..

field.
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Attachments are included by selecting the Paper Clip icon, and then navigating to a file location.

Live Address Book

When you click the To: field on
the new message screen, the
Address Book will display on the
screen.
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Aaron Lentz
17lentza@findlaycityschools.org
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Aaron Moyer
Contacts Math

My Co amoyer@findlaycityschools.org
4 My Contacts

&3 Contacts Adam Gillespie

Vocal Music , Essential Arts
agillespie @findlaycityschools.org
Administrator
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L Aaron Lentz
Aontop

17lentza

17lentza@findlaycityschool:

Organization y

technologyservices @live.findlaycityschools.org

Adrian Bermudez
16bermudeza2@findlaycityschools.org
AE Student
aestudent@findlaycityschools.org
Alaine Emens
Physical Education
alaineemens@findlaycityschools.org
Alan Howett
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