E-Mail Basics

Logging-on
1.      Double click on Internet Explorer (blue e) 
2.     On Trenton home page, click capital “T” of word “Trenton” when you are in the district. Click on the “O” if you are outside the district.
3.     First log-on screen: 
  Type “Log On” name (i.e. dcunningham)
  Hit “Enter” on keyboard.
4.    Second log-on screen:             
  First box -Type Wilson and log-on name (i.e. Wilson/dcunningham)
   Second box - Type password.  Then Click “OK”. 
  Logging-off
1.      Locate gray column all the way to left.  
2.     Scroll to bottom and click the computer Log Off icon.         
3.     Close the X on the upper right corner. 
           *Important:  Logging-off securely prevents others from accessing your e-mail account!
  Opening or Closing E-mail from Inbox
1.      Hover your mouse over underlined person’s name that sent you the e-mail. (See a small hand).  
2.     Click once, and the message will open up.
3.     Click the “Close” button on the upper right corner after you have read the e-mail.
   Replying/Forwarding E-mail Messages  
1.     On upper left-hand corner click once on icon of a person with the red down arrow.  
2.     A reply box appears.  Type in your return message.  
3.     To SEND your message, click small envelope icon on toolbar in upper left corner.
4.    To FORWARD an e-mail, instead click on the icon/person with the blue arrow. 
 Sending E-mail INSIDE the District   
1.      Log into your email.
2.     Hover and click on the small envelope icon on the toolbar,  located in the upper left corner.  
         *See small hand and message “Compose new mail message” appear.
3.     Click in the “To” Box. 
4.    Type in first and last name of the person you wish to e-mail. 
 Click icon/picture of a person with checkmark.     “ Check names” appears.
 Click “OK” next to “Ambiguous Recipients”. The person’s email address now appears in “To” box. 
5.     Type your “subject” and “message”.
6.    To SEND, just click the small envelope icon on the toolbar in upper left corner.
 Sending E-mail OUTSIDE the District
1.      Type the person’s full email address in the “To” Box
2.      Follow steps 5 and 6 above for Sending Email. 
