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Create Outgoing E-mail Signature 

1. Select Options from the top menu bar. 

 

2. Check-mark “Automatically include my signature on outgoing messages” 

3. Type a signature. 

4. Click Save. 
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Arrange Your E-mails 

1. Click on the heading that you want to arrange your e-mails by. 

 

E-mails can be arranged by (Headings listed left to right) 

 Importance 

 Status 

 Attachment 

 From 

 Subject 

 Received 

 Size 
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Create a New E-mail Folder 

1. Click Manage Folders in the left menu. 

 
 

2. Select a place to create this folder from the drop-down menu. 

3. Type in a name for the folder. 

4. Click Create. 

 
 

 

  



4 
 

Attach a File to an Outgoing E-mail 

1. Click the Attach File icon at the top of your outgoing e-mail. 

 

2. Click Browse. 

3. Locate the file you want to attach. 

4. Click Open. 

5. Click Attach. 

 


